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How can you meet the rising costs of office work ? 


(> PRODUCTIVITY of any group of 
employees depends on the human 
energy they apply to their work and 
the tools they are given to use. 


GOOD metal business 
furniture is a 
GOOD investment 
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MODE-MAKER DESKS 
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The amount of human energy so 
spent can be influenced very slightly 
by management. 

Therefore, the answer to rising 
costs must be found in the use of 
better tools, better methods, better 
surroundings. These factors are under 
the control of management as evi- 
denced by the practices followed in 
our factories for many years. 

It costs any company at least 
$3,000 a year per employee — for sal- 
ary, floor space and overhead —to 
operate its office. In an office of only 
10 employees, this means $300,000 
over a ten-year period. 

For only one or two per cent of this 
fixed expense, you could outfit your 
office with the finest, most modern, 
most efficient metal business furni- 
ture, plus the best in lighting and 
decorations. 
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Yet experience shows that good 
metal business furniture alone, such 
as Goodform adjustable aluminum 
chairs, Super-Filer mechanized filing 
equipment, Mode-Maker and 1600 
Line desks can increase productivity 
anywhere from 10 per cent to several 
times that amount! 

In addition, the attractive and 
pleasant appearance of offices so 
equipped provide the intangible val- 
ues of improved employee morale 
and greater customer prestige. 

The purchase of good metal busi- 
ness furniture should be decided upon 
—not on the basis of first cost —but 
on the basis of what it will do to 
bring a greater return on your fixed 
expense for salary, floor space, and 
overhead. 


Call your local GF distributor 
today or write The General Fire- 
proofing Co., Dept. M-11, Youngs- 
town 1, Ohio, and find out why Good 
Metal Business Furniture can be a 
Good Investment for your office. 








FIFTY YEARS OF PROGRESS 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT - GF STEEL SHELVING 


(Circle 617 for more information) 
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Status Quo s*- 
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Lurking in every company is the natural en- 
emy of modern business—Mr. Status Quo, alias 
“Things As They Are.” 

For example, according to the president of the 
New York Life Insurance Company, “If we had 
continued our 1940 methods unchanged for ten 
vears, it would have required 31 per cent more 
labor to get the work done—which would have 
meant employment of 2,000 additional people.” 
Mechanized accounting, he said, made the dif- 
ference. And yet, in spite of these savings, 
boosts in wage rates doubled the payroll in the 
same ten year period. 

These days, new methods, new machinery, new 
equipment, have made “Things As They Are” a 
threatening liability to business profits—in firms 
of any size. 

It’s “status quo” thinking that METHODs is de 
signed to disturb. ‘That’s why we suggest you 
take immediate action on any of the fresh new 
ideas you pick up in METHODS by either one ol 
these two courses of action: 

1. Use the handy Reader Reply Card (postage 
paid), bound into every issue of METHODs, fo} 
more information. 

2. Phone your local specialist in business equip 
ment and ask him to show you the tools that 
can convert METHODs’ ideas into money-saving 


systems. 





WANT TO ORDER METHODS Magazine 
FOR OTHER MEN IN YOUR COMPANY? 
USE THE POSTPAID REPLY CARD BOUND 
IN THIS ISSUE. 
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NO OTHER MACHINE 


COSTING SO LITTLE 


This Underwood Sundstrand Model E 


Wings in your finger tips? Yes! and you'll 
feel as though you had brains in them, too 
... because the Model E has a mechanical 
brain...a control plate that directs auto- 
matic operations. A mechanical brain that 
enables you to speed work, cut errors, save 
time, money, effort! 


And don’t forget the touch-operated 
Sundstrand 10-key keyboard. So easy to 
operate! 

Talk about flexibility! With this machine 
you can post a variety of records and do 


is So @ady, So automatic | 


all kinds of miscellaneous adding-figuring 
work, too. 

You can’t help being enthusiastic about 
this low-cost, all-purpose Model E Ac- 
counting Machine, once you’ve tried it! 

The Underwood Sundstrand Model E is 
really a wonderful buy! 

See it demonstrated! Mail the coupon or 
call your Underwood Representative today. 

There’s nothing simpler! There’s 
nothing speedier! There’s nothing 
more automatic! 
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MAKE 120 BRIGHT COPIES A MINUTE 
OF ANYTHING YOU TYPE, WRITE ok DRAW 


++e-no stencils, no mats, no inking, 


no make-ready 
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DIRECT ‘‘LIQUID’’ PROCESS DUPLICATOR 


HUNDREDS OF 
USES 


® SALES LETTERS 
* BULLETINS 

* MAPS 

® PRICE SHEETS 
* MENUS 


* QUOTATIONS, 
BIDS 


* POSTCARDS 

* ESTIMATES 

* BLANK FORMS 
* SKETCHES 

* STATEMENTS 

* SPECIFICATIONS 
* GRAPHS 

* CONTRACTS 

* MUSIC SCORES 
* HOUSE ORGANS 
* NOTICES 

* RADIO SCRIPTS 
* DRAWINGS 


* EXAMINATION 
QUESTIONS 


® NEWS RELEASES 
* LESSON SHEETS 
* REPORTS 
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The new Ditto D-10 provides the quickest, 
most economical and the most satisfactory 
way to make copies. It’s ready for imme- 
diate use—no stencil to cut, no type to set, 
no inking, no make-ready. 

It copies directly from the original writ- 
ing, typing or drawing; one, two, three or 
four colors in one operation; 120 or more 
copies per minute; on varying weights of 
paper or card stock; 3” x 5” up to 9” x 14” 
in size. 

PRINTS IN ONE TO FOUR COLORS AT ONCE 
The sleek lines of the D-10 proclaim worth- 
iness within. It has smooth, balanced action. 
It has wear- and corrosion-resisting stain- 
less steel parts. With Magic Copy Control 
it prints each copy brightly. Sure and simple, 
it makes an expert of any user. Mail the 
coupon for a fascinating folder providing 
more details... free and without obligation. 


DITTO, Inc., 2302 W. Harrison St., Chicago 12, Illinois 
In Canada: Ditto of Canada, Ltd., Toronto, Ontario 
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DITTO, Inc.,2302 W. Harrison St., Chicago 12, Illinois 
Gentlemen: Without obligation, 

( ) Please send literature featuring the new Ditto D-10 
Duplicator and samples of work produced on it. 

( ) Arrange a demonstration of the new Ditto D-10 
Duplicator for me. 


(0 i AR CPS AST ARIE ArIS OA OCICTIOTC OTE Ear Tar 
CMM Licta R ia tae Maa ARa eo bS we TROON AG SS RRR SES oe 
I Re io gee vnard Kea hk oko oOo nae CO Sea ekac ie 
Post Office........ COCR: <cn scccsseses BOOGD s ciseonees 
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Product: 
1. B. Dick Mimeograph 


Application: 
Block-outs on 
mimeograph masters 


business systems 
paper black-on- 


white copy it is frequently necessary to 


In mimeographing 


work with permanent, 


delete certain information from some of 
the copies. For example, purchasing sys- 
tems—including receiving and inspection 
copies, order-invoice systems, etc., require 
the elimination of certain copy from one 
or another of the forms duplicated. Like- 
wise, the duplication of a stock list from 
a price list master stencil necessitates the 
deletion of the price column. 

In insurance policy record systems, 
where one master is used to produce many 
sizes of papers and cards (down to and 
including the small IBM card) a rather 
elaborate system of block-outs is required. 

For those organizations which use the 
A. B. Dick Mimeograph for their systems 
Dick Company 
has developed a number of block-out tech- 
niques to facilitate the swift and easy dele- 


duplication work, A. B. 


tion of unwanted material from successive 
copies. These block-out techniques sup- 
plant the 
“Chinese printing” frequently used in the 


standard cross-hatching or 
area of the forms where copy is not de- 
sired. Which of the methods outlined be- 
low is to be utilized depends on the re- 
quirements of the system. 
Mimeograph Copy Block-Out ‘Tech. 
niques 
1. Any area or areas of the stencil may 
be temporarily blocked out by placing 
onion skin paper over the copy to be 
eliminated. If a 


more permanent 


block-out is desired, gummed paper 





may be used. 

z a it is necessary to delete copy and 
subsequently recover it later in the 

duplicating process, a “snap” block-out 

mav be used. This consists of a piece 
of cover or card stock held in place by 
the universal clamp which makes the 
insertion and removal of the block-out 
a very fast and simple operation. 

3. Where it is desirable to permit dupli- 
cation on smaller sizes of paper or cards 
over the total copy area of the stencil, 
an impression roller block-out may be 
used. This block-out is automatic in 
that the extra copy is duplicated on an 
impression roller cover, which is highly 
absorbent and prevents the duplication 
from the impression roller of the excess 
copy on the backs of the following 

These impression roller block- 


Dick 


sheets. 

outs are obtainable from A. B. 
Company. 

1. Where it is necessary to duplicate only 
certain information upon specific areas 
of a form, and it is not desirable to 

block-out permanently the rest of the 

stencil, a die-cut paper carrier or ‘jac- 

ket” block-out may be used. This is a 

folded sheet of heavy paper with win- 

areas to be 


dows cut out over the 


duplicated. The impression paper is 

inserted in the jacket and run off. In 

a system which utilizes this form of 

block-out consistently, these paper car- 

riers or “jackets” may be die-cut in 
quantity. This service is available from 
A. B. Dick Company. 

5. Stencil correction fluid may be used to 
delete copy permanently from any area 
of the stencil. 

6. Where there is sufficient requirement 
for small size copy a mimeograph cylin- 
der may be permanently blocked out by 

This 


cylinder usable only for the smaller size 


mechanical means. renders the 
copy, but gives greater efficiency of ink 
usage in large volume production jobs. 
A. B. Dick Company will furnish cylin- 
ders blocked out to customer specifica- 


tions. 


Product: 
Todd Form-Master 
Application: 
How to widen the uses 
of a payroll posting board 
A payroll posting board has other im- 
portant uses, besides payroll preparation. 
Almost any operation which requires mul- 
tiple posting can be fitted into the Form- 
Master method of producing accurate, pre- 
cisely-registered copies. For example, it 
can be used in accounts payable for simul 


methods 





taneous posting of the accounts payable 
ledger card, general purchase journal and 
check voucher. On due date, the body 
of the check, ledger card and cash dis- 
bursements journal are also posted. This 
results in complete posting in two fast 
operations, with all forms automatically 
collated, and no chances for copying 
errors. 

Similarly, the same equipment can be 
used for accounts receivable, for simul- 
taneous posting of the sales journal, ac- 
counts receivable ledger card and custom- 
er’s statement. Upon receipt of payment, 
the cash receipts journal and ledger card 
are posted at the same time. 

Depending upon the volume of work, 
the same board can be used for all three 
jobs or an extra board can be added. If 
the same board is used, payroll prepara- 
tion is usually scheduled first, then ac- 
counts receivable, then accounts payable 
and the work load transferred smoothly 
from one operation to another. In any 
case, operators trained to use the same 
system can be shifted smoothly from one 
job to another as the work load fluctuates. 

Step-by-step outlines of the various uses 
of the Form-Master are detailed in an 
illustrated brochure. 


Product: 
Safeguard Checkwriters 
Application: 


How to speed up check protection 
operation 


The writing of checks has to be handled 
carefully to avoid costly errors. At the 
same time, the problem very often is that 
a great number of checks have to be writ- 
ten as fast as possible—for instance, pay- 
roll checks. 

Safeguard offers help in speeding up this 
work without sacrificing security. 

The selective bars in the Instant “H” 
Safeguard Checkwriter lock as they are 
positioned; two at a time may be set as 
easily as one, and by holding the first two 
fingers of the right hand in a_ natural 
position and pulling two bars, they may 
be stopped in a staggered position as fol- 


lows: 


On the button type Safeguard Instant 
“K,” by practicing with a list of numbers 
in which the figures are arranged in such 
pairs, two keys are positioned in one op- 
eration and without any apparent effort 
enables the operator to quickly protect a 
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Operators delight ! 


Easy touch . . . simpler form 
handling with constant visi- 
bility . . . automatic opening 
and closing of the carriage. 












All-accounting versatility ! 
Sensimatics have a ‘mechanical brain’”’ 
a sensing panel that controls every 
accounting operation, is ready for a 
different job at the turn of a knob. 


Setting new standards for 
\ow- cost 
‘high-speed 
production [ 


a 


frocowiting machines 


There’s a world of difference in a Burroughs 
Sensimatic! You'll see it the second you add up 
the savings in time, money and manpower 
that Sensimatics provide! Here’s a brand new 
idea in accounting machines —an ultra-modern, 
high-speed design that every day increases 
accounting efficiency in thousands of offices, 
large and small, from coast to coast. Why not call 
your Burroughs man for a demonstration today? 
You'll be surprised to learn the low cost of this 
machine that can do so much! Burroughs Adding 
Machine Company, Detroit 32, Michigan. 


Office manager’ darling 


Sensimatics cost hundreds of 
dollars less than you'd expect. 
They save overhead, overtime, 
overstaffing . . . reduce errors. 


Speed to speed production ! 
Sensimatic reflex-action speed starts 
the entire accounting cycle faster, 
and completes it automatically. The 
_., speed’s built into the machine. Pro- 
duction stays high. 





Three basic styles ! 
Sensimatic 300 with 11 totals 
Sensimatic 200 with 5 totals 
Sensimatic 100 with 2 totals 





(Circle 613 for more information) 





Free booklet shou 38 
Tape Aaved fume int the 


READ HOW TO SIMPLIFY and speed up office operations 


with the help of the more than 200 types of ‘‘Scotch”’ 


Pressure-Sensitive Tapes! This new booklet is full of tips that 


mean faster work, neater desks and files, reduced waste. 


Use coupon below for your free copy ... send it in today! 





PRICE SCHEDULES, blueprints, 
drawings last indefinitely un- 
der rough handling when 
protected with “Scotch” 
Acetate Fibre Edging Tape. 












PHOTOS, clippings, swatches 
are mounted invisibly with 
“Scotch”? No. 666 Double- 
Coated Tape. High-tack ad- 
hesive on both sides... 
many Office uses! 


LEGAL DOCUMENTS, insurance 
policies, other important 
papers require a special long- 
aging tape for mending, at- 
taching riders. Use ‘“‘Scotch’”’ 
Acetate Film Tape for this 
exacting job. 


Pressure-Sensitive 


| 
ScorcH ¥ 
| 
| 


ee 





The term ‘Scotch’? and the | 


plaid design are registered Lo 


trademarks for the more than 





FILE CARDS, folders, confiden- TORN CHECKS, vouchers, maps, 
tial papers are identified in- are mended invisibly with 
stantly with tabs of colored transparent ‘‘Scotch’”’ Brand 
tape. ‘‘Scotch” cellophane cellophane tape. It’s the all- 
tape comes in 12 colors to around favorite for sealing, 
simplify coding, pricing, holding, mending, dozens of 


identifying by color. other office jobs. 


MINNESOTA MINING & MFG. CO., St. Paul.6, Minn. MMI12 
Please send me free booklet on tapes for office uses. | 
NAME 
COMPANY 
ADDRESS 
CITY ZONE... STATE | 


—a ee EE 


200 pressure-sensitive adhesive tapes made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn. 


—also makers of ‘‘Scotch’’ Sound Recording Tape, ‘‘Underseal’’ Rubberized Coating, ‘‘Scotchlite” Re- 
flective Sheeting, ‘‘Safety-Walk’’ Non-slip Surfacing, ‘‘3M” Abrasives, ‘‘3M” Adhesives. General Export: 


122 E. 42nd St., New York 17, N. Y. In Canada: London, Ont., Can. 
(Circle 610 for more information) 





surprising number of checks. A suggested 


practicing list is the following: 


21.34 $4.50 
45.56 56.45 
23.78 78.67 
46.34 67.90 
47.78 23.45 


With a little practice, ten checks can 
be written in a few seconds, at a rate of 
approximately one thousand per hour. 

While the company points out that speed 
should not make security suffer, they will 
be glad to assist interested offices and op- 
erators in developing the fast touch. 


Product: 
Diebold Tra-Dex 
Application: 


Accounts receivable and payable 
filed in same unit 


The capacity of Tra-Dex vertical-visible 
filing units was a drawback in one instance, 
oddly enough. A small Midwestern. busi- 
ness wanted the visibility and control of- 
fered by a Tra-Dex system, but felt that 
neither its accounts payable or accounts 
receivable records were sufficient to fill a 
Tra-Dex unit. 

The solution to this problem actually 
gave this customer an added advantage— 
the convenience of maintaining both files 
in a single unit. Here’s what was done: 

Two different serrations on the same 
Tra-Dex section meant that two different- 
sized forms could be housed together. Thus, 
both accounts receivable and accounts pay- 
able were filed in the same unit. 

Accounts receivable are filed on a 7” by 
67%” form with 114” serrations at the bot- 
tom. Filed according to the name of the 
account, the form provides space for re- 
cording the invoice date, the name of the 
product sold and the account's credit and 
total debt. 
the account’s balance for speedy reference. 


The visible margin contains 


Also in the visible margin are spaces for 
signaling the month in which payment is 
due. 

Accounts payable are housed behind ac- 
counts receivable in the same Tra-Dex 
unit. This portion of the section is adapt- 
ed for 114” serrations. The form is 774” 
by 61%” and is filed according to the name 
of the creditor. 
recording identification of the product pur- 


It provides space for 


chased, the price, the date of purchase and 
credit. The visible margin contains the 


total debit. 


once, 











BUYING 
LABELS 


NOW YOU CAN PRINT 
YOUR OWN LABELS AT 
THE SAME TIME YOU 
ADDRESS OR MARK THEM! 





The remarkable WEBER Tag-0-Graph elimi- 
nates the need for costly, pre-printed ship- 
ping and identification labels and speeds 
up labeling and marking operations. 


Now you can have the size and type of 
label you want...in the quantities you 
need...when you want them...all at a 
moment's notice! The new Weber Tag- 
O-Graph prints, addresses or marks 
shipping and identification labels from 
a roll of gummed or ungummed stock, 
in one continuous operation... at the 
rate of 100 to 150 per minute. And 
counts and cuts them to practically any 
size you want, too. Reproduces from an 
inexpensive, easily-prepared stencil. 
No complicated mechanisms, anyone 
can operate it. Available in manual and 
electric models. For rental, too. 


WEBER “For the answers to all your addres- 
sing, labeling and marking problems.” 


Send today for samples 
of labels printed by this 
machine and further 


information. No obliga- 
tion, of course. 





WEBER ADDRESSING MACHINE CO. 
219 W. Central Road, Mount Prospect, Ill. 


Yes, send me without obligation samples 
of labels printed by the Weber Tag-O-Graph. 


Company 





Address 





City. Zone___ State. 








Individual. Title 








(Circle 644 for more information) 
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"T think...” 


PROS AND CONS 
TO THE EDITOR 


Lightweight dictating machine 


Dear Mr. Editor: 

We regret that this time we have to 
point out an incorrect statement on page 
42 of your October issue. You state that a 
major manufacturer of dictating equipment 
has released a machine “which is approxi- 
mately 25% lighter than any other unit on 
the market. It weighs only 11 Ibs.” 

You must have obviously overlooked our 
Voice-Master which is a completely port- 
able self-contained unit weighing also only 
11 pounds (as a matter of fact, slightly less 
than 11 Ibs.) and which has been on the 
market for almost two years. It uses 
foldable paper discs which can be mailed 
in any standard envelope and are reusable 
indefinitely over and over again. 

PAUL E. Kino, President 
Magnetic Recording Industries 
New York, N. Y. 


Finding “key numbers” 
Dear Mr. Editor: 

I recently received a copy of the August 
issue of Management METHODS and in at- 
tempting to locate the “key numbers” to 
request further information, I encountered 
a great deal of difficulty. I would suggest 
that it would be more convenient to the 
reader if you would highlight the “key 
numbers” by placing them in a conspicuous 
position, perhaps in a box with a red bor- 
der, either at the beginning or at the end 
of each article. If there is no further in- 
formation available, and consequently no 
“key numbers” reference, it would be use- 
ful if a statement were made to that effect. 

The Reader Reply Card is very handy; 
however, to find the “key numbers” took 
considerable time and effort. I think if you 
highlight them you will render your maga- 
zine that much more valuable. 

L. E. Hoocstort, Tech. Dir. 
Behr-Manning Corporation 
Troy, New York 


Editor's Note: Key numbers are carried in 
a standard position. In the case of adver- 
tisements, they are immediately evident 
as applying to a particular ad. In the case 
of editorial articles, when keyed, the num- 
ber is always at the end of the article. We 
would like to key every item in each issue. 
The Post Office Department limits us, how- 
ever, on the amount of keyed space we can 
use under our mailing regulations. 
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Cuts Photocopy lime To 





AMAZING NEW 


PORTAGRAPH 
TRANSCOPY 








Portable... 
Simple to operate... 
Inexpensive to use 


Transcopy is your answer to improved photocopying with- 
out time-consuming processing operations. This latest 
Remington Rand development gives you, in seconds, a 
finished, photo-exact, positive copy of any office record 
regardless of type or color. Originals can be up to 14” wide 
in any length. Anyone on your office staff can do the job 
without previous photographic experience. Portagraph 
Transcopy operates anywhere in your office whenever 
photocopying is needed—a companion unit for your 
Portagraph or any other properly designed contact printer. 





Transcopy 
makes photocopying 


Picea. 
cos 














NO CHEMICAL TRAYS e¢ NO WET HANDS 
NO PRINT WASHING ¢ NO DARKROOM 
NO PRINT DRYING ¢ NO WASTE SPACE 
NO COSTLY INSTALLATION CHARGES 

NO FUMES OR ODORS 

SIMPLE ¢ CLEAN e EFFICIENT 


Here’s How Transcopy Works 


Place the record to be copied face to face with a sheet of 
Transcopy negative paper and expose. Remove them from 
the printer and place the exposed negative paper with a 
sheet of Transcopy positive paper in the front slots of the 
Portagraph Transcopy unit. In about ten seconds, these two 
sheets will emerge from the rear slot of the Transcopy, in 
contact with each other. When separated, you have a perfect 
positive copy ready for immediate use. 
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GET THE FULL STORY ON TRANSCOPY ] 
i t 
| Memington Ftand 
we ! 
; Room 1474, 315 Fourth Ave., New York 10, N.Y. b 
i Gentlemen: I 
1 I want to know more about the savings in photocopy time ! 
possible with Por.agraph Transcopy. Please send me, with- E 
l out obliga ion, free booklet P-334 describing in greater detail l 
1 this great new unit. : 
I 
, NAME POAT I 
i 
FIRM iaadiiapia ‘ ee eT eA | 
! 
1 ADDRESS 0 se oe ee , 
i 
j CITY __ZONE_._STATE 
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CHANCES ARE YOU'RE BEING EMBEZZLED RIGHT NOW—HERE'S HELP ON HOW TO PREVENT IT 


Clarence Darrow, famous criminal 
lawyer, once said, ''Some boilers are 
safe at 20 Ibs. pressure to the square 
inch but will break at 40. The boiler 
is neither honest nor dishonest, it 
stands a certain pressure and no 
more. Man cannot be classified as 
honest or dishonest, he goes along 
with the game of life and can stand 
a certain pressure for the sake of 
his ideals, but at a certain point 
he can stand no more.” 


mammeememmemes Chances are your busi- 
ness is being embezzled right now. 
Hard to believe? Then examine this 
case history. 

A large chain store system had an in- 
ventory “shrinkage” of $1,400,000 a 
year. With the help of its insurance 
company, arrangements were made to 
run a test on a statewide cross-section 
Detec- 
tor.” ‘The employees selected were in- 
formed that findings would be con- 
fidential and that no employee would 
be discharged. The tests showed that 


76% of the employees tested had been 


of its employees, using a “Lie 


helping themselves to merchandise ot 
money, or both. A re-test of the same 
employees six months later showed that 
only 3%, were repeaters. 

Similarly, a group of 30 banks used 
the Lie Detector over a period of 
years, found that defalcations vanished 
entirely and that the so-called “differ- 
ence accounts” (overages and shortages 
in the teller’s cage) had been reduced. 

The conclusions that may be drawn 
are clear: Most people are not basically 
honest. Rather, they refrain from dis- 
honest acts because of the fear of get- 
ting caught. More important, embezzle- 
ment, robbery, and pilferage can be 
prevented by establishing simple safe- 
guards that eliminate the opportunity 
for crime. 
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What To Watch Out For 


Insurance companies are probably 


the best source of advice on how to 
establish propen employee — financ ial 
controls. Their realistic approach is 


one of helping to eliminate employee 
temptation in the firms they insure. 
Far from being detectives or spies, they 
employ skilled financial men to sys- 
tematically identify and reduce the 
probabilities of embezzlement. 

Here are a series of typical business 
crimes in the files of one of the larger 
insurance groups. Following each case 
are a few points these experts would 
emphasize to protect your interests if 
you were insured with them, 


Watch That Payroll 

At the end of his first month as a 
bookkeeper, Joe Blank vanished. Also 
missing was a weekly payroll. It was 
the day the CPAs arrived to make the 
regular monthly audit. 





The employer did not understand it 
and was hesitant to connect Blank with 
the lost payroll. Investigation of his 
references had certified that Blank was 
of excellent character, honesty and in- 


tegrity. 


But the audit showed a total loss of 
$11,000 made by forging checks and de- 
positing them in the bank under a 
fictitious name. Other checks had latet 
been cashed to withdraw this account. 

The police picked up Joe Blank, 
which complicated matters more. For, 
while he was the man identified by the 
references, he was not the missing 
bookkeeper! 

When the pieces were eventually put 
together, it was found that the de- 
faulter had a long prison and forgery 
record. He had never seen Joe Blank, 
but he had needed references to get his 
job with the employer he robbed. So 
he advertised for a bookkeeper and Joe 
Blank had written the best reply to his 
ad. The defaulter had assumed Joe 
Blank’s name and references when ap- 
plying for a job. 

Here are a few steps that could have 
been taken before Blank was actually 
hired. He should have been asked to 
fill out a detailed application form list- 
ing previous employers, and this record 
should have been checked in detail be- 
fore he was given a position of trust. 
Moreover, an insurance company 
would have asked its insured, “Are pay- 
roll disbursements audited periodically 
by an Internal Auditing Staff, and does 
the audit include a surprise pay-off?” 
This precaution would disclose pad- 
ding or the carrying of terminated o1 
fictitious employees on the payroll — 
the very things that Joe Blank had 


found so easy to do. 


Watch Those Checks 

A well dressed man approached a 
bank 
proval to cash a check as he was un- 
known at the bank. The banker looked 


official and requested his ap- 


him over, casually reviewed his creden- 


tials and ok’d the check for payment 
by simply affixing his signature in the 
the check. 
Why waste further time on this man? 


lower left hand corner of 
After all, the check was for only $2.76 
and the stranger stated that he worked 
in the city for a well known corpora- 
tion. 











er take the check to one of the windows 
to join the line of people waiting to 
What the 


didn’t notice was the stranger leaving 


cash their checks. official 
by another door without cashing the 
check. 

Back at his place of operation, the 
stranger promptly produced a_ blank 
check, 
well-known corporations in the city. 
With the aid of a 
samples of the handwriting of those 


stolen from one of the large 


checkwriter and 


people in the corporation authorized to 
sign checks, he produced a check in 
the amount $4,618.93 that was genuine 
to all except handwriting experts. In 
order to cash the check without dif- 
ficulty, the stranger then forged the 
bank official’s signature to the lower 
lefthand check. Subse- 
quent cashing of the check at the bank 


corner of the 
was mere routine. 
Obvious as it may seem, proper sale- 


guarding of blank check supplies—in 


methods 





current use and in stock—is often in- 
adequate. Chances are, if you examine 
your Own operations right now, you'll 
find ample opportunity for an = em- 
ployee under stress to acquire blank 
checks for your firm. 


Watch Cash Receipts 

While surveying a  moderate-size 
commercial hotel, the auditor for an 
insurance company was told by the 
manager that he suspected a discrep- 
ancy in the cash receipts but was at a 
loss to know how to determine the 
guilty person. It appeared that the re- 
ceipts fell short of the earnings por- 
trayed by data drawn from the house 
occupancy records. ‘Vhe auditor quickly 
found that cash receipts had been short 
by approximately $4,500 for the first 


nine months of the current vear. 
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A test check on daily cash receipts 
against guests’ registration cards dis- 
closed serious gaps in the numerical 
sequence of the cards. Further investi- 
gation proved that guests were being 
lodged without any record of subse- 
quent cash payments. It was found 
that the Night Clerk had converted 
guests’ cash payments on account, ad- 
vanced payments for transient rooms, 
and penalty charges for occupying 
rooms beyond established check-out 
hours, by preparing one set of rec- 
ords for the guest and a false duplicate 
office copy showing lower totals for the 
“books.” The defaulter could collect 
from the guests the true amount of the 
charges and report a smaller total, 
pocketing the difference. In other cases 
the clerk would destroy the registration 
card of a transient who had paid in 
advance for his room and failed to 
make a record of the transaction on the 
cash report. 

Among the questions you should ask 
yourself to guard against this danger 


is, “Are serially pre-numbered | sales 
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tickets or receipts used to record cash 
sales or cash receipts at their source?” 
‘To insure that all cash sales will be re- 
ported to the Accounting Department, 
all sales slips must be accounted for. 
By the same token, bank reconciliations 
should be handled promptly each 
month by a competent and responsible 
employee other than the one who pre- 
pares bank deposits or authorizes, pre- 
pares or signs checks. This will prevent 
destruction of cancelled checks or 
alteration of bank statements in an at- 
tempt to conceal forgeries of payee’s 
endorsements, or other evidence of ir- 
regularities in disbursements or de- 


posits. 


Watch Those Inventories 


This is the story of an elevator 
mechanic working for a cloth manu- 
facturer. He had been employed about 
five years and his annual earnings were 
$2,400. At the time he was employed, 
little or no investigation was made of 
his past record primarily because he 
was not handling either money, secur- 
ities or merchandise. 

This manufacturer made many dif- 
ferent kinds of very expensive cloth. 
One day a customer called at the mill 
remnant store to buy a piece of cloth 
similar to a sample he carried with 
him. The store’s supervisor recognized 
the cloth as government production 
which was not to be sold. The cus- 
tomer, when questioned, admitted buy- 
ing the piece from the elevator 
mechanic. In this instance, the elevator 
man had been able to carry expensive 
cloth remnants from the plant each day 
in his lunch box. The amount of loss, 
which was fully covered by insurance, 
was $30,299. Incidentally, belated in- 
vestigation of the elevator man_re- 
vealed that he had had many brushes 
with the police in the past which would 
have been readily apparent had _ the 
cloth manufacturer taken time to 
check his references. 

While safeguarding inventories 1s 
not a simple proposition, there are 
elementary safeguards which may be 
instituted to prevent most leaks. For 
example, a physical inventory should 
be taken periodically and _ relatively 
frequently to afford more sensitive con- 
trol over inventories and to bring to 
light more quickly any abnormal dis- 














F he has the will to succeed, there is no 
reason why any man of normal intelli- 
gence should suffer the smart of failure. 
**Forging Ahead in Business”’’ tells 
you why! 
This inspiring, 64-page book explains 
how you can bridge the gap between your 
present job and the one above—how you 


can prepare now to meet the challenge of 


future opportunities. It examines the 
popular fallacies about business that have 
stalled the progress of so many men, and 
points the way to new and exciting avenues 
of achievement. And it outlines the 


ALEXANDER HAMILTON INSTITUTE 
Dept. 848, 71 West 23rd St, New York 10, N. Y. 
In Canada: 54 Wellington Street, West, Toronto 1, Ont. 





ALEXANDER HAMILTON INSTITUTE 
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Alexander Hamilton Institute’s executive- 
training program which has sparked thou- 
sands of men to highly-paid executive 
positions. 

There is no charge for ‘Forging Ahead 
in Business”’ because the use you make of the 
information it contains is the only gauge of 
its value. Nor is there any obligation in- 
volved other than the obligation to read it 
thoughtfully, and to decide for yourself 
whether or not you feel the Institute can 
help you. To obtain your copy, simply 
sign and return the coupon below. It will 
be mailed to you promptly. 








Dept. 848, 71 West 23rd Street, New York 10, N. Y. 
In Canada: 54 Wellington Street, West, Toronto 1, Ont. 


Please mail me, without cost, a copy of the 64-page book— 


“FORGING AHEAD IN BUSINESS” 
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[here used to be the devil to pay on payday 


Payroll deductions can raise old ned with any clerical 
staff... unless the petty details are kept on the straight 
and narrow. 

But as more and more firms are discovering, the 
simplest, most economical way to take the daze out of 
paydays is the McBee Payroll Poster. That goes for firms 
with 30 employees or 3,000, firms in every kind of 
business. 

The Payroll Poster provides a complete record for 
each employee—from check to journal to the individual 
employee’s record card—all in a single writing. By com- 








THE McBEE COMPANY 


Sole Manufacturer of Keysort —The Marginally Punched Card 
295 Madison Ave., New York 17, N.Y. Offices in principal cities. 
The McBee Company, Ltd., 11 Bermondsey Road, Toronto 13, Ont. 


bining three steps in one, the Payroll Poster saves time 
and minimizes the error hazard. No specially trained 
operators are needed. Checks and forms are fitted to 
any existing payroll procedure. 

McBee’s Payroll Poster today reels off payrolls for 
companies like General Electric, Certain-teed Products, 
Sherwin-Williams, Kaiser Aluminum and Chemical and 
Stokely Van-Camp. 

Let the McBee representative near you show you how 
the McBee Payroll Poster can speed your own complex 
payroll work. Ask him to drop in. Or write us. 
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crepancies. Proper measures should 
also be taken to protect inventories 
against breakage, evaporation and 
shrinkage since weak protective meas- 
ures invite abuses. When locks are 
used to outer entrances or stockrooms, 
they should be changed with each 
change in key or combination cus 
todians. This prevents access to 
premises and safes by former employees 
and focuses attention on __ logical 
suspects in the event of a loss which 
may appear to be an “inside job.” 











You Need Insurance 

In bonding your employees you pro- 
tect yourself in two ways: first, you 
have the assurance that’ substantial 
losses will be at least partially, if not 
wholly, returned to you in case of em- 
ployee dishonesty that is discovered. In 
addition, you have at your disposal the 
trained guidance of the insuring com- 
pany in helping you to set up effective 
counter measures to inhibit crime. Be- 
cause of their long experience in this 
work, insurance firms know precisely 
what to look for in setting up  safe- 
guards. In one way or another, most 
firms provide a crime prevention sur- 
vey to disclose existing weaknesses and 
danger spots. This valuable service 
goes beyond the provisions of the policy 
contract. For, it should be remembered, 
insurance protects only against crimes 
that are discovered. Steady losses from 
such items as petty cash funds, inven- 
tories, and cash receipts can mount into 
thousands of dollars over relatively 
short periods of time, yet never be dis- 
closed. 


Material for this article was obtained through the 
cooperation of the Liberty Mutual Insurance Companies 
and the Continental Casualty Company. 
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you think you're 


an intuitive’ business man! 


YOU'RE GUIDED BY FACTS AND FIGURES MORE THAN YOU REALIZE 


Editor's Note: Today's top management 
man is no more a “'seat-of-the-pants” 
operator than a modern airline's pilot 
with a bank of instruments in front of 
him. Nor has he a right to be. The busi- 
nessman's "instruments are facts and 
figures. What he likes to call his ‘‘in- 
tuition" is simply his acquired ability to 
interpret facts. 

While most big firms have statistical 
or research departments to supply the 
raw materials for executive decision, such 
departments are not always essential. 
Every business has, within its records, 
most of the information needed to guide 
its management. The problem lies in how 
to extract these facts simply, inexpen- 
sively, and accurately. 


mmm A few years before the 
war, a retired executive in Buffalo, 
New York read a grisly article on the 
trend toward cremation. ‘The article 
mentioned the shortage of cemeteries 
in London, England. It quoted the 
normal death rate in London, the avail- 
able burial plots, and the upswing in 
cremation that the shortage had _ pro- 
duced. These facts and figures, to his 
trained management mind, constituted 
a “statistical report.” Within a month 
he had traveled to London, obtained 
an option on a large tract of land, 
formed a stock company to finance a 
new cemetery, and put in motion an 
enterprise that was to net him a sizable 
fortune. 

Was it intuition that propelled him 
to action? It’s true that he 


“instinctive- 
ly” sensed a market for a product— 
burial plots. But it was a statistical 
report that prompted the_ thinking. 


The facts preceded the thought. 


november 1952 


What Is A Statistical Report? 

Today, modern management auto- 
matically receives a multitude of statis- 
tical reports, even in the smallest busi- 
ness. Many of them have been an out- 
growth of Government regulations. 
The Controlled Materials Plan, for 
example, excited a whole new interest 
in coordinating inventory with produc- 
tion needs. The information neces- 
sary to operate under CMP had always 
been available, but few companies had 
ever bothered to extract and apply it. 
Once they had learned how to dig out 
the facts, however, they found they had 
a system that led to permanent oper- 
ating economies. 


How To Get Facts You Need 

The important thing to remember is 
that you already have most of the facts 
in your files. The problem lies in how 
to whip them into usable form once 
you have learned what you want to 
know. 

Obviously, then, the first step is to 
ask questions—to find out what you 
want to know. There’s nothing “in- 
tuitive” about this question-asking. 
The statistical reports already in your 
hands can do the job for you. 

Take the case of a manufacturer who 
has noted from his sales reports an in- 
crease in the volume of a certain prod- 
uct line. He might logically ask, “Why 
has this particular product increased in 
sales over others?” That leads to a re- 
quest for a report on where the in- 
crease is coming from. If his sales re- 
ports can be broken down by terri- 
tories, he might find that a given geo- 


graphical section of the country has 

provided most of it. This leads to the 

need for another analysis of sales in 
which he might want to know the fol- 
lowing: 

1. Do we have better salesmen in that 
area than elsewhere? 

2. Do we have more salesmen per cap- 
ita in that area than elsewhere? 
Even when these facts are in, there 

may be more questions to ask. Not so 

very many years ago, a large dress man- 
ufacturer, nationally, 
found himself asking precisely the same 
questions mentioned above. Then he 


distributing 


asked one more question and received 


one more statistical report, and made a: 


discovery that has influenced the mar- 
keting not only of dresses, but automo- 
biles, wallpaper, and almost every prod- 
uct involving color. He _ discovered 
that in New England, women bought 
more red dresses than any other color. 
He discovered that in the Southwest, 
blue was the most wanted shade. These 
facts had always been available to him 
—but he had never had the figures re- 
ported in a manner to stimulate this 
interpretation. 


A System for Uncovering Facts 

It’s relatively easy and inexpensive 
for users of mechanical punched card 
equipment to extract information with 
a multitude of different variables. 

But when punched card equipment 
is not available, or when certain facts 
have not been punched into original 
master cards, the businessman is faced 
with the costly and tedious job of dig- 
ging for the figures he needs. 

(next page, please) 








Scriptomatic 
ADDRESSING SYSTEM 


CUTS COSTS ON 
PLATES AND STORAGE 


Users of this modern method of address- 
ing and record duplicating are showing 
substantial savings where list operations 
are complex or large in volume. Key to 
the system is the Scriptomatic Address- 
ing Machine which permits use of cards 
for masters. Ordinary office writing 
equipment is used. Up to 4” of data can 
be typed on a Scriptomatic master. 


Costs of metal stencils, special stencil 
preparation and bulk storage space are 
eliminated. Regular tabulating machine 
cards or group-sort cards may be used 
as masters. Sales analysis and other 
statistics may be kept on same cards as 
your duplicating masters, so that you can 
use hggh-speed mechanical methods to 
pre-sort your lists. 


VARIETY OF USERS 


Scriptomatic Addressing Machines are 
being used by the U.S. Navy, and also 
in mail order work, magazine publishing, 
finance companies and in commercial 
reporting . . . proving the broad scope of 
application for the Scriptomatic System. 
Perhaps you, too, can cut your costs 
considerably. We invite your inquiry. 





SCRIPTOMATIC, INC. 
300-316 N. 11TH STREET 
PHILADELPHIA 7, PA. 


Please send me complete information on the 
Scriptromatic Addressing System. 
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Assuming that needed facts are with whether our editorial slant is of inter- 


in vour files but “unavailable,” there — est to small businessmen as well as big 


are methods for extracting them eco business. 


nomically and painlessly. One work Fortunately, the source media from 


able method is described below. [We which we can extract these facts is in 
hope our readers will forgive the use our hands in the form of the Reade 
Reply Cards 


month. Inquiries come in at the rate ol 


of one of our own systems as a case his returned to us every 


tory. Our intimate knowledge of the 


system makes the action particularly 3,000 to 4,000 monthly, so they provide 


pertinent. Moreover, since the readers a substantial sample of our overall cir- 


of this magazine are the subject of the — culation, 


system, we think you may be interested Since each reply card contains the 


in knowing more about your collective name, title, size of business and type 


self. ] of business of the inquirer (as well 


the subject matter he is inquiring 


How The System Works 


As a Controlled Circulation maga- 


about) we know we can get the facts by 
a manual physical count. ‘The time 
zine, we know precisely the type and cost for this “pick and shovel’? method 
kind of man who receives our publica- 


(See Chart I.) Since 


would be prohibitive, however. 


tion every month. We devised the following system to 


our circulation is controlled, we have simplify the process. A random. se 


to be sure that we are editing the maga lection of Reader Reply Cards is taken 


zine properly in order to stimulate from each month’s return. Each of 


these readers. In addition, we must be these cards is checked against our circu- 


sure not to lean too heavily on sub- lation list. 


The cards of inquirers who 
jects of interest to only certain “titles” do not appear on the circulation list 
This tells 
us immediately what percentage of our 
respondents are 


and certain “business classifications.” are marked, and segregated. 
We also feel we must know the “pass- 
along” readership of our magazine, and “pass-along” readers. 


L Fibure 
VERTICAL SORTERS 


SAVE TIME.. — COST 








FASTER SORTING... 
in perfect order 
with less handling! 






Alphabetical, 
numerical, 
geographical 
or any other 
special indexing 
LeFebure vertical sorters are tailored to fit EACH job. Saves space, saves time, easy to learn, 
easy to operate and economically priced. Let a LeFebure trained representative study your 
sorting job and offer a sound, workable solution to your sorting problem. No obligation of course, 
just outline your problem when writing us. 


FOR FURTHER INFORMATION—WRITE FOR FOLDER 808 


e@ CORPORATION 


LF : Most eee oe line available. Easy rolling stands also available. 


CEDAR RAPIDS, IOWA 


i PA 


Ors gay 
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CHART | 
A. FUNCTION Count % of List 

Corporate Officers 

(other than financial) 20,558 55.3 
General Managers . 427 1.2 
Financial Officers 6,508 17.5 
Sales and Marketing Managers 906 2.4 
Production Managers 66 0.2 
Purchasing Officers 600 1.3 
Methods Directors 860 2.3 
Office Managers 2,566 6.9 


All Other (Includes 4,050 dealers) 4,740 12.9 


TOTAL 37,231 100.0% 








B. CLASSIFICATION 








Manufacturer 18,285 49.3 
Wholesaler 792 2.1 
Retailer 1,825 49 
Government and Military 516 1.4 
Bank and Financial 1,324 3.5 
Insurance 719 2.0 
Institutions 2,752 7.4 
Service, Professional, Publishing 3,007 8.0 
Utility 1,632 4.3 
Transportation 1,858 4.9 
Dealers in Business Equipment 4,050 10.9 
Miscellaneous 47| 1.3 
TOTAL ; 37,231 100.0% 





The cards are now separated as to 
size of company. ‘Thus, four groups 
of cards result: 

1. Recipient readers in companies of 
under 500 employees. 
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Recipient readers in companies of 


over 500 employees. 

3. Pass-along readers in companies of 
under 500 employees. 

1. Pass-along readers in companies of 
over 500 employees. 
Up to this point, the breakdown has 


been done visually. We now _ intro- 
duce a mechanical device in the form 
of a marginally punched card which 


can be sorted manually. 


These cards are purchased for only 
$7.51 per thousand. 
(See cut.) By 
of the marginal holes, information can 
When these 
cards are stacked together, a 


They are a stock 
form. “punching out” any 
be transferred to the card. 
“needle” 
can be passed through the packs at any 
given point around the margin. When 
the needle is lifted, all cards which 
have been notched fall out of the pack. 
The others remain on the needle. One 
has only to count the cards thus sorted 
to obtain a needed figure. No visual 
checking is required. 

To save time we prepunch four sets 
of cards to show each of the four con- 
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The card above has been punched to show the inquirer to be a pass-along reader—who is a financial 
cfficer—in a manufacturing company—of over 500 emrloyees 


CODE OF TITLES 


I1—Corporate Officers other than Controllers & 
Treasurers (Chairmen, Presidents, Directors 
Vice Presidents, Secretaries) 

2—General Managers (will sometimes be corpo- 
rate officers) 

3—Financial Officers (Controllers, 
countants) 

4—Sales Management and Marketing 

5—Production Management 

6—Purchasing Officials 

7—Methods Directors 

8—Office and Personne] Management 

9—A\ll other “8 


Treasurers, Ac- 


CODE OF BUSINESS CLASSIFICATIONS 
M—Manufacturer 
W—Wholesaler 
R—Retailer 
G—Government & Military 
B—Bank & Financial (Brokers, Loan Companies, 
Safe Deposit, etc.) 
—I/nsurance 
X-—Institutions (Hotels, 
Clubs, Associations) 


School Hospitals, 


S—Service, Professional, Newspapers, All Other 

U—Utility (Gas, Electric, Water, Phone) 

T—Transportation (Air, Train, Bus, Truck, Van) 
methods 
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tingencies mentioned above. Since 
these are always constant, the four re- 
sultant stacks of cards can be “gang” 
punched, thus speeding our work. 

Hole number 3, if notched out, 
represents a company of over 500 em- 
ployees. Naturally, if this hole is: not 
notched, the company has less than 
500 employees so no separate hole is 
needed for this fact. Hole number 25, 
if notched, represents a “‘pass-along”’ 
reader. If unnotched, the man’s name 
is on our circulation list. 

A glance at the card illustrated will 
indicate that holes number 4 through 
12 indicate the “titles” of the inquirers. 
Holes number 15 through 24 indicate 
their ‘“‘business classifications.” 

We punch a separate card for each 
inquirer in our sample group. Only 
two hand punchings are required—the 
title and classification. ‘The rest has 
been prepunched. Of course, for special] 
studies, we can use any of the other 


holes around the card to punch in 
other information. 

When all of the 200 cards are 
punched, a job that takes less than an 
hour, the sorting operation follows. 
Using the worksheet pictured below 
(Chart III), a clerk extracts the required 
information with the needle. For ex- 
ample, to determine how many pass- 
along readers there are in companies 
with more than 500 employees, who are 
also financial officers, the clerk first in- 
serts the needle through number 3, re- 
moves those cards not punched, and is 
left with all the cards for firms with 
more than 500 employees. Next he re- 
moves those cards for recipient readers 
by putting the needle through numbe 
25. Then, by inserting his needle 
through the number 10, he removes all 
but the financial officers in the category 
called for. The repetition of this swift, 
simple procedure provides all the fig- 
ures we need to fill out the worksheet. 
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Corporate Officers 
General Managers 
Financial Officers 
Sales & Marketing Mgrs. 
Production Managers 
Purchasing Officers 
Methods Directors 
Office & Personnel Mgrs. 
All Other 


TOTAL 
Manufacturers 
Wholesalers 

Retailers 

Government & Military 
Bank & Financial 
Insurance 

Institutions 

Service & Professional 
Utilities 
Transportation 


TOTAL 
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Our Circulation Manager then trans- 
lates the worksheet figures into a re- 
port. ‘This report compares the break- 
down of inquirers with the breakdown 
of the circulation list. Some startling 
results have been obtained as described 
later on in this article. Let’s continue 
with the system itself. The punched 
cards remain on file. If more definite 
information is desired, it is available. 

Occasionally, the monthly system is 
varied to provide new information. For 
example, for several months 200 cards 
were taken from the first half of the 
month’s returns and compared with 
200 cards taken from the last half of 
the month’s returns. We wanted to 
find out if most of our “pass-along”’ 
readers’ inquiries came late in the 
month—as would be logically reason- 
able. On another occasion, specific 
editorial matter was assigned numbers 
on the punched card to provide the 
editor with a report on interest in spe- 
cific articles, by title, by size of busi- 
ness, by type of business. 


Do The Facts Have Value? 

It would be downright silly to gather 
figures for their own sake. The re- 
sultant reports, however inexpensively 
obtained, should have month in, month 
out value. But here’s an example that 
also reflects how one report automat- 
ically demands another upon occasion. 

Approximately 60% of our inquiries 
come from “pass-along” readers, our 
first report showed. That sounded 
fine. In effect, we then knew that our 
effective circulation was at least 60% 
larger than the number of copies we 
mailed. 

Another set of figures, however, gave 
us a momentary jolt. We know that 
about 55°, of our mailing list is com- 
posed of top corporate officers, other 
than financial officers. Our report from 
the first analysis revealed that only 
15% of our inquiries came from this 
group of men. Did that mean that top 
management wasn’t reading the maga- 
zine? Should we revise the character of 
our list or change our editorial slant? 

We went back to our punched cards. 
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“| hated filing too, before CORRES-FILE. ° 


now it’s laborless filing — and in half the time!”’ 


For 60 long years the 4-drawer file has been 
a necessary evil — since 1893 filing clerks 
have been pulling, pushing, stretching, stoop- 
ing, kneeling, squatting — performing more 
like gymnasts than office workers. No won- 
der the personnel turnovez for filing clerks 
is the highest — and comparative efficiency 
the lowest. But, at last, filing drudgery can 
be eliminated. Office modernization can 


include the filing system too — because 
Corres-File has become a reality. Designed 
to fill a vital and specific need, Corres-File 
eliminates more than 50% of clerical oper- 
ating time — this brings your filing oper- 
ation up to new heights of filing speed, 
efficiency — and economy. Send today for 
complete information. 


THERE’S A CORRES-FILE NEAR YOU - ASK FOR A DEMONSTRATION TODAY! 


I'm interested in knowing more about Corres-File 


EFFECTIVE TOOLS FOR 
EFFECTIVE MANAGEMEN’ 


_WASSE 







WESTPORT 9 . 


"  — and how it can save for me. 


Name 
Title 

(=e ag 
ORGANIZATION, tac. ae Address WRG." ie ia eee a | 
CONN. City 


Zone .. State . 


(Circle 628 for more information) 

















Blind to the facts—of wasting profit 
















instead of 2 typings . . delay 








The boss’s vision was a little blurred, 
too — he couldn't see how poor system 
cut everybody's efficiency, slowed fill- 
ing of orders, mixed records. It made 
good accounting difficult. 


A Moore man looked at the system 
that made simple jobs hard. In its place. 
he designed a 4-part Continuous Inter- 
leaved Form, marginal punched. In one 
typing it provides copy that: authorizes 


Niagara Falls, N.Y. > Denton, Tex. 








\A 
Sales Books for Continuous Interleaved Continuous 
Every Business Operation Typewriter Forms Register Forms 


(Circle 602 for more information) 













Registers 


shipments to branch offices — advises 
branches — bills them — gives them a 
record of receipt — keeps a head office 
control, It saves typings, prevents con- 
fusion, makes operations dovetail. 
Moore men suggest savings like this 
every day. Call the one nearest you. 
He offers the widest available range of 
forms, knows how to design the right 
business form for every form of business. 


BUSINESS FORMS, INC. 


Emeryville, Calif. O Over 300 offices and factories across U.S. and Canada 


Fanfold Billing Speedisets for Fast Marginal Punched 
Machine Forms Carbon Extraction Business Machine Forms 





A new set of reports revealed that the 
inquiries from the names on our re- 
cipient list were pretty much in line 
with our general circulation break- 
down. We were out of balance on our 
“pass-along” inquirers. We took these 
cards back to our original list, com- 
pared them, and discovered that the 
average “pass-along” inquirer had ac- 
tually received his copy from a top 
management man who had directed it 
to him. In other words, the top man 
had passed his copy along to subordi- 
nates—exactly what we had _ hoped 
would happen. We were certain of 
this, because in most cases, only the 
President of the firm was receiving the 


magazine. 


What Do You Want to Know? 

With a system as simple and inex- 
pensive as the one described above, any 
businessman can afford the statistical 
euidance he needs to direct his busi- 
ness decisions. Here are but a few 
examples of studies you could conduct 
yourself with a needle, a hand punch, 
and a deck of marginally punched 
cards: 

1. PERSONNEL. What employees are 
up for rate revision? What secondary 
skills are available in emergencies? 
What are the causes of absenteeism? 
Is absenteeism seasonal, affected by 
overtime periods, increased by the 
nature of a product being manufac- 
tured at a given time? etc. 

2. SALES. Which salesmen are selling 
your full line as opposed to only 
certain products in the line? What 
advertising media are producing the 
best volume of inquiries and the 
greatest proportion of sales? Which 
accounts are buying in great enough 
volume to be considered profitable? 

3. PRODUCTION. What is the inci- 
dence of tool breakage or loss by em- 
ployee, by department, by function? 
What is the reject rate by cause, by 
vendor of component parts, by pro- 
duction rate? 

These examples, of course, are in- 
dicative only of a sprinkling of the 
questions you might want answered. As 
stated before, reports ask their own 
questions. It is not a matter of execu- 
tive intuition. ‘The more you know, 
the more you want to find out, and the 
better your chance to exert precise 
management control. 
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Special voucher-check reduces 
accounting paperwork 

Through the use of a specially de- 
signed 4-part voucher check, the Inter- 
national Tag & Salesbook Company 
have reduced greatly the amount of 
time taken at the end of each month 
for accumulating the totals for each ac- 
count to be posted to the general 
ledger (see cut). 

When a check is typed, the distribu- 
tion is entered on the detachable stubs 


which are part of the second sheet. 
After detaching, they are sorted accord- 
ing to accounts numbers and_ then 
added for each account. ‘The total for 
each account is posted in the general 
ledger as a debit and the total of all 
accounts becomes a credit to cash or ac- 
counts payable. 

According to Mr. L. P. Bullat, treas- 
urer of the company, who designed the 
system, the plan has resulted in con- 
siderable clerical savings as well as bet- 
ter control over financial records. 

For more information and sample 
forms, Circle number 670 on the Read- 
er Reply Card. 
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| PAY 


| INTERNATIONAL TAG & SALESBOOK CoO. 


319-329 N. WHIPPLE STREET } 


CHICAGO 12, ILLINOIS 
SEPTEMBER 15,1952 g '50.00 


No. 19926 | 


DOLLARS 





TO THE ORDER OF 


A.B.C. COMPANY 
CHICAGO, ILLINOIS 


& 





Pe oo: 


DESCRIPTION 


9-3-52 | INV.# 6924 





To CITY NATIONAL BANK & TRUST CO. OF CHICAGO 


INTERNATIONAL TAG & SALESBOOK CO. 
319-329 N. WHIPPLE STREET 
CHICAGO 12, LLLINOIS 


+ 
InternationatTac & SatesBook Co. 
ok —— a cicsinisnltlalaili — 
No. 19926 
: pam mea sane OUNT pe 
$150.00 150.00 
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Why REcessED OFFSET 
means PRINT SHOP Quality 
for the life of the master 


During initial ‘wetting out,’’ the exclusive and unique 
multiple coatings of A. B. Dick direct image masters swell 
imperceptibly to hug the image. In effect the image 
becomes recessed for protection—escapes possible 
squashing. The result is print shop quality for the life of 


the master—copies to satisfy the professionals. 


For more information about REcessED Offset and the 
complete line of A. B. Dick lithograph supplies plus pre- 


Tat iip stem olalelcoleiae] olaliom olroli-c Meri Mitel] Misl-Meol] olelam ol-1 [elves 


PAB DICK 


n 
‘ 


A. B. DICK COMPANY, Dept. MM-1152-0 
5700 Touhy Avenue, Chicago 31, Illinois 


Without obligation please send me more information about A. B. Dick 
(] direct image...) photo-offset products for offset duplicators. 


ee cots aa 
Make of Offset Duplicator 
Organization 


City 





(Circle 611 for more information) 








1. When temperatures exceed 350° F. (ith the heat of a match flame), paper chars. If you’re 
entrusting business records to an old safe, or any safe without the Underwriters’ Laboratories, 
Inc. label, expect it to act only as an incinerator above 350° F. 


How much heat 
does it take 


... to put you out of business? 





2. \t could put you out of business. 43 out of 
100 firms that lose their accounts receivable, 
inventory and other records by fire never 
reopen. And don’t feel any safer because 
you're in a fireproof building. 


3. A fireproof building simply walls in and 
intensifies a fire inside an office. And note 
the clause in your insurance policy that 
says: ‘‘Proof-of-loss must be rendered within 
60 days.”” How could you—without records? 


The risk is too great. Don’t take it. Find out today, 
how little it costs to protect your records—and your business 
future—with a modern Mosler ‘‘A”’ Label Record Safe. It’s the 
world’s best protection. Meets the independent Underwriters’ 
Laboratories, Inc. severest test for fire, impact and explosion. 


IF IT’S MOSLER...IT’S SAFE 


Se Mosler Safe@v 


World’s Largest Builders of Safes and Bank Vaults 


Consult the classified telephone directory for name of the Mosler 
dealer in your city, or mail coupon now for free informative material. 


THE MOSLER SAFE COMPANY @ Dept. MM-11, Hamilton, Ohio 
Please send me (check one or both): 


O Free Mosler Fire DANGERater which will indicate my fire 
risk in 30 seconds. 





The handsome new Mosler “A” Label 
Safe designed by Raymond Loewy 
brings, at no extra cost, distin- 
guished beauty to any office. New 


O Itlustrated catalog, describing the new series of Mosler 
Record Safes. 











convenience and security features NAME POSITION 
include the “Counter Spy’? Lock 

with numbers on top of dial to FIRM NAME 

eliminate stooping po visible only ADDRESS 

to person working combination. 

Many models to fit your need. CITY ZONE STATE 





(Circle 625 for more information) 
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Copying system saves money, 
speeds window-trimming 








The following report received from 
the Office Manager of the General Re- 
tail Corporation should be of interest 
to any organization with a large group 
of retail outlets. Mr. Gregory reports: 

“General Retail Corporation oper- 
ates a chain of 300 retail shoe stores. 


These stores have a major window trim 








submitted by Dan Gregory 


General Retail Corp. 
Nashville, Tennessee 


IDEA) 


four times yearly. The detailed instruc- 





tions for these trims are sent out from 
the home office, together with photo- 
graphs of a model window, to the store 
manager. 

“Until our company purchased a 
copying machine for other purposes in 
the office, these window photographs 
were bought from a photographer at a 
cost of 50¢ per print. Our yearly usage 
on these pictures ran from 4,800 to 
5,000 prints per year. After we had in 
stalled our copying machine for invoic- 
ing and other purposes, we found that 
by securing a ‘positive negative’ from 
our photographer of each picture at a 
cost of $1.50 each, that we can photo- 
graph in sepia tone for approximately 
10¢ each, a savings of 40¢ per print. 

“This has resulted in a net savings of 
approximately $2,000 per year to our 
company, Although the quality of these 
prints does not compare with a high 
quality photograph, for the purpose of 
instructions they have served our pur- 
pose well, at the same time resulting in 
a considerable saving in money.” 

For more information on the equip- 


ment used, Circle number 667 on the 
Reader Reply Card. 














WIN $25.00 
for each Thought Starter published 


METHODS will send you a check for 
$25.00, and by-line you and your com- 
pany, for each Thought Starter you 
send us that we accept for publica- 
tion. 


Material should explain how a bet- 
ter business method increased pro- 
ductivity or saved money in your 
firm. There is no limit on the num- 
ber of Thought Starters you can send 
us. We urge you to send us illustra- 
tions whenever possible. 


Keep them brief,—but use as many 
words as are necessary to properly 
explain your subject. 


Address material to: 
Thought Starters 


Management METHODS Magazine 
141 E. 44th St., New York 17, New York 











follow the 
green light te 
quicker filing 


ET 


Oa 
Ex 
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a 
THEY HANG! \| 
STRAIGHT! That's a 
the principle which oe 
has revolution- v 


ized modern filing. 
Every folder in draw- 
er 
quick to get at. Need 
a front folder? Find 
it! Looking for a 
back folder? Find it! 
Pendaflex folders 
slide speedily for- 
ward and backward 
on frames. Youreach [= 
in drawer; whisk | 
other folders away; 
instantly select the | 
folder you want. 


Folders hang 
on frame! 


is accessible — 






¥ Frame fits in 
file drawer! 


\Z Instant 
— it~ reference to 


every folder! 


Write today for 
TRIAL DRAWER test to: 








‘ 
Oxford Filing Supply Co., Inc. ! 
84 Clinton Road, Garden City, New York 
NAME I 
BUSINESS ADDRESS ee 
| |) a re __STATE | 


(Circle 616 for more information) 
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sHow Can You Lower 


» Paper Handling Costs? 





2Use EVANS 
eGATHERING RACKS 


Here's the way to quickly and cheaply collate 
bulletin pages, sort papers, or assemble inter- 
office communications. 


Evans Gathering Racks are GUARANTEED 
to produce quicker and more accurate results 
than any other collating aid on the market. 


Sitting or standing one worker collates 3,500 
sheets an hour without fatigue. Twice as fast 
as picking papers from piles on tables. Of all 
aluminum, each section holds 500 sheets at 
inclined angle. Use racks singly, or two or 
more together for larger gatherings. Racks 
collapse for setting aside. 

SHOWN: 18-section TU Model at $25.00 


7 other Models, $11.00 to $16.50 
See Your Dealer or Write: 


Evans Specialty Co., Inc. 
421 N. Munford St., Richmond 20, Va. 








(Circle 618 for more information) 














PLASTIC BIND 
Your Own 


BOOKLETS 


All the equip PAUBER-TUBE 
ment you need 
to plastic bind 


reports, annuals 
and catalog s 
included in the 
Tauber Plastic 


cal Binding Kit 


Plastic bind at PERMANENT 
your own desk 

any typed or printed literature n any 
size or shape in seconds and 


at practically no cost 


The beautiful Tauber 
Plastic tubes will en 
hance the appearance of 
any book. All the ag 


. will lie absolutely flat 
F.O.B. . no matter where 


N.Y. they are opened. 


USE 

THE 

KIT 
ON 
A 

2 WEEK TRIAL, 

NO OBLIGATION 


TAUBER PLASTICS, Ine. 


200M Hudson St., New York 13, N. Y. 




















(Cirele 641 for more information) 
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Recent tax ruling helps 
by easing depreciation terms 


An extremely important finding of 








the Tax Court may permit you to alter 
your present depreciation pattern for 
the better if the Treasury continues to 
go along with it. 

Briefly, here’s what has happened: a 
taxicab company has been permitted to 
deduct 45°%, of the cost of a cab during 
the first year, 25° the next year, then 
20°% and finally 10°%. This is opposed 
to the straight method of deducting 
25°% per year on a cab with a four year 
life. 

The reasoning of the court was that 
the value of a new cab shrinks most in 
the first year and least in the last year 
of its life. Extending this thinking, the 
same conditions could be claimed for a 
variety of different types of equipment 
where the resale value takes a heavy 
licking during the first year and depre- 
ciation is felt the least in the last. 

If the Treasury goes along with this 
thinking, and they already have in this 
case, investment in high cost, greater 
productivity paperwork equipment 
may now be more readily justified. If 
you want your accountants to pursue 
the point further, the case is Concord 
Cab Corporation, 18 T. C. No. 126. 


Pa 
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Service bureau handles renewal 
of hotel credit cards 


A large hotel chain has the problem 








every third year of issuing new credit 
cards to about 250,000 persons. Re- 
newal applications must be checked 
against the current credit card and its 
matching stencil, and then filed. En- 
tirely new applications require a bank 
report translated into a rating which 
must be noted on the credit card. Re- 
turned mail and changes of address 
must be checked against both cards and 
stencils. The volume of clerical work 
involved is enormous. 

Instead of attempting the operations 
in its own offices, the hotel chain has 
turned the entire checking and filing 


operation over to a_ filing service 








PAPER WORK! PAPER WORK! 


GET 17 DONE! 


QUICKER and CHEAPER 


WITH 


XEROX 





COPYING EQUIPMENT 





ORIGINAL 


i 






From original to multiple copies 


NM 3 MINOTES 
with xerography and offset duplicating 


Offset paper masters of office forms, memos, engineering draw- 
ings, data, specification sheets, etc. are made by xerography in 
less than three minutes. Multiple copies are then run off on offset 
duplicators. This combination offers the quickest and most economi- 
cal method used by hundreds of large and small businesses. 


Because it is a dry, direct positive copying process requiring no inter- 
mediate negative, xerography eliminates darkroom, chemicals, fuss, 
muss and fumes. Get it done quicker and cheaper with xerography. 


Wrtte for case histories showing how all types of 


companies are saving time and money with xerography. 


gum THE HALOID COMPANY 
MA «52-182 HALOID STREET * ROCHESTER 3, NEW YORK 


BRANCH OFFICES IN PRINCIPAL CITIES 


Rectigraph and Foto-Flo Photo-Copying Machines * Photocopy 
Papers and Chemicals * Photographic Papers * Negative 
Materials for the Graphic Arts * XeroX Products for xerography. 








(Circle 607 for more information) 





ARRANGEMENT OF REC- 
ORDS IN ViSIrecord COM-| 
PACT HOUSING EQUIPMENT 
SAVES VALUABLE SPACE, 
MAKES RECORD KEEPING 
OPERATIONS SIMPLE AND 


PLEASANT. 


For Small or Large Record ae f | /o \ 
eed «6: "Galle NOD, PREVENTIVE MAIN 
record is the Most Com- : th iv \\ Vinge | 


pact and Fastest Visible | WF) © 
Record Keeping System. : 7 ae 


PREVENTIVE MAINTENANCE IS AS{iM 
WELFARE AS PREVENTIVE MEDIC 
HERE’S HOW You Can Keep Your Plant, Equipment, and P 














; ‘ = dG In much the same manner as periodic checks of your heart, mé 
Preventive Maintenance for Tools ana Gages lungs, kidneys, etc., the vital organs of your body, are made to rec 
Large amounts of material may be scrapped in production, prevent breakdowns and insure better health and longer life... ing 
schedules ruined and life of equipment shortened unless neces- protection of the vital organs of your business, your operating | 
sary precautions are taken to protect tools and gages. Neglect- . a ; : 
; Synge : ' ae equipment and plant facilities, is also essential. col 
fulness can be costly in wasted production and in the ruining To j ; aati : 
of expensive tools. Tools and gages must be inspected periodi- o insure against broken proc uction schedules, maintenance pe! 
cally to insure their perfect working condition and that their stock shortages, unnecessary deterioration of your machinery, ter 
tolerances are exact. and to prolong the life of your operating equipment, regular 
Ten thousand visible oe age is an effective a pies inspection and service of inventories and equipment are major scl 
are woe tag easy man wit a 0 ; pr eeene i too af po considerations of any business. Top performance of equipment is | 
in a control that will:— ne ees : . 
access y to any recor - pe Reneenerniny for healthy business operations are direct results of proper cal 
matter of seconds. 1. Insure that tools are or Pathe 
kept in excellent work- maintenance. : to 
ing condition and pro- Reminders of maintenance to be done can be kept in your hat, pr 
long their life. on attractive desk pads, or in any type of “old fashioned” record at 
2. Prevent wasteful keeping equipment. If it can show in advance, on schedule, the Th 


production. 

3. Insure intelligent di- 
rection in the routing 
and employment of 
tool maintenance 
personnel. 

This V/S/record sys- 
tem requires no clerical 
help, as there is no cleri- 
¢al posting and as it does 
not require any supple- 
mentary records. It saves 
valuable tool room space 


ES 


Maintenance Stock Control 


An efficient maintenance stock control system should enable you 
to have on hand every part and all material required for any main- 
tenance repair, which, if not attended to, can result in production 
lags, broken schedules, and disappointed customers. 

It should prevent unnecessary accumulation of spart part inven- 
tories, for repair and upkeep of machines which can result in exces- 
sive storage costs and inventory investments, increased operating 
expenses and ultimately reduced profits. 


9 








as no visible system ‘is In this V/S/record two card system balances on hand and reorder 
Approximately 20,000 senore more compact than V/SI- warnings of low stock are instantly seen in the visible margin of 
occupy ye? omg s ren an md record. the master maintenance record card. One operator can review up to E 
| peri lens: = go oF emai A master card carries a record of inspection and disposition 11,000 records in less than an hour. This quick, tight control results 
' of each tool and gage in your plant. Inspections, whether peri- in reduced inventory of required maintenance parts. A history of the } 
: when necessary, to other per- odic or at varied intervals, are controlled and signalled auto- use of each part and a running record of costs are also kept on the 
sonnel than the operator. matically in the vertical visible margin on the right side of master card. | 
| the card. The second card is a purchase history and permanent requisition ij 
@ A round hole, in the pocket at the bottom of this card, sig- record. It is an official specification sheet for reorder and serves as an 
nals the presence of a location record. This location record automatic requisition for purchasing. It eliminates writing of requi- 
i tells you exactly where the tool is, whether it is to be held for sitions, preventing errors in transcribing specifications and saving 
' For better systems and the most disposition, or has passed inspection. It guarantees the best valuable time. It is a complete purchase history record for that part. 
. modern record keeping equip- possible routing, saving countless hours of travel time through This eliminates the need for a separate purchase history record in 
ment, write: the plant by tool inspection personnel. the purchasing department and helps prevent unnecessary purchases 
Because of V/S/record’s locating speed of 11,000 records of slow moving or obsolete parts. 
per hour, finding items that need special attention is done in Because of its compactness, fully visible balances, speed and ease 
ViSlrecord Inc. seconds ... and there is complete assurance that all inspections of operation, and practical design, absolute control of all mainte- 
are made ON SCHEDULE. Economical V/SI/record saves nance stock is a certainty. This particular V/S/record system has 
Dept. N, countless hours and dollars in the operation of your tool main- paid for itself in less than three months in labor savings alone, for 
Copiague, L. I., New York tenance department. Write for additional information. one of our large users. Complete details upon request. 








For Preventive Maintenance Systems Designed To Your Individual Needs, 
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(MPORTANT TO YOUR COMPANY’S 
ICINE IS TO YOUR HEALTH. 


Production Facilities in Top-notch Working Condition. 


maintenance to be performed, repairs to be made and by so doing 
reduce repairs to a minimum, you have a good system... provid- 
ing the cost of operation is not prohibitive. 

An ideal system is one without voluminous records and time 
consuming operation—one that does not require a brigade of 
personnel to operate, and yet, one that gives you absolute main- 
tenance control. 

V1SIrecord will do just this. It will visibly indicate on a simple 
scheduled basis when and where work is to be done, what work 
is to be done and by whom. It will provide this control economi- 
cally and so quickly that one clerk alone can scan and check up 
to 11,000 1Lcords in less than an hour. Shown here are three 
proven efficient Preventive Maintenance control systems in use 
at the U. S. Rubber Company, Bell Aircraft Corporation and 
Thompson Products Company. 


BAS - To Fit #324-¢ 


* #615 Base Plates 


COLOR SPOT SEEN 
THROUGH HOLE SIGNALS 
PRESENCE OF 2nd CARD 


Preventive Maintenance for Machines and Equipment 


For profitable results and the protection of your firms physi- 
cal assets, equipment and machines must be kept at peak eff- 
ciency and operated at maximum productivity. To prevent 
breakdowns or replacement of machines resulting in produc- 
tion losses, records must be maintained to schedule. periddic 
inspections of equipment. To insure that your equipment func- 
tions at the lowest dollar upkeep, cost controls should also be 
a part of the record. 


Milling Machine 
Commercial Machine Co, 


Standard 





This V/SIrecord two card system tells you automatically 
when inspections are due, what inspections are taking place 
and which ones have been completed. It is a record of sched- 
uled and completed repairs and adjustments and gives you 
the cost of labor, material, and servicing. 

The signalled area in the visible margin of the master card 
controls the month and day inspections must be made. The 
body of the card is a four-year inspection and history record 
and a complete cost record of maintenance. It provides all 
information pertaining to equipment. The second card is the 
inspectors work record, routed to the maintenance department, 
for recording inspections and any maintenance required. 

This single, compact V/S/record system simplifies what 
could otherwise be a complicated duplicate tickler file and 
master file operation. To reduce your preventive maintenance 
costs, write for detailed information. 


MUCH FASTER RECORD 
KEEPING OPERATIONS ARE 
MADE POSSIBLE WITH 
MODERN V/SIrecord HOUS- 
ING EQUIPMENT 


ViSIrecord Gives Absolute 
Control Because all Perti- 
nent Facts Needed are at 
Your Finger-Tips... Always 
Visible, Instantly Accessi- 


This serene office controls ap- 
proximately 500,000 records 
that are constantly referred to. 
All are neatly arranged in 
ViSirecord self contained desk 
units. Cramped office conditions 
are eliminated. 


This simple arrangement allows 
for the control of approximately 
60,000 records. All are easily 
accessible for quick efficient 
record keeping procedures. 


® 


For better systems and the most 
modern record keeping equip- 
ment, write; 


ViSirecord Inc. 
Dept. N, 
Copiague, L. I., New York 


(Circle 635 for more information) 








ou Co organize your paperwork 





Here is a new, easier way to handle 
routine paperwork and dictation—a 
different technique that will help you 
finish faster: 


(1) Start at the top of the pile — 
there’s no need to sort out the dicta- 
tion matter; no need to call your 
secretary in and keep her waiting. 

(2) Read the first letter, memo or 
report. Decide whether to handle it 
verbally or in writing. 

(3) If verbal, pick up your tele- 
phone and get it done. If in writing, 
pick up your Audograph microphone 
and get it done. 

(4) Go on to the next item, and 
continue to dispose of each as you 
come to it. 


Note that you go through the 


iL iti PHssssccceee 


Please send me your illustrated Booklet J-11 
“Now We Really Get Things Done!” 


AUDOGRAPH* sales and service in 180 
U.S. cities. See your Classified Telephone 
Directory under ‘*Dictating Machines.” 
Canada: Northern Electric Co., Ltd. 


workpile just once. If interrupted, 
it’s easy to pick up where you left off. 


You work smoothly, efficiently, 
quickly — alone you think and talk 
easily. There is no confusion, no 
waste motion, no petty delay. And 
while you’re working, your secretary 
is intercepting phone calls, getting 
data you need, or transcribing the 
work you Audographed earlier. 


Although versatile Audograph 
helps you in many ways, it has proved 
again and again that in this one func- 
tion alone—speeding paperwork —it 
saves its cost many times over. 

If you are interested in this more 
efficient way of working, send in the 


coupon. Try the technique yourself. 
You'll find that it really works. 


Get the Audograph - 
story today! 









Abroad: Westrex Corp, (Western Electric 








4 2 NAME 
Co. export affiliate) in 35 countries. 
Audograph is made by The Gray Manu- 
facturing Company — established 189] — FIRM TITLE 
originators of the Telephone Pay Station. 
*TRADE MARK REG. U. S. PAT. OFF ADDRESS CITY 


(Circle 609 for more information) 
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(Continued from page 17) 
bureau. They supply night workers 
when it is necessary not to interfere 
with the hotel’s daily routine. The cost 
was found to be less than the hotel 
chain can employ and train temporary 
help of their own, and the incidence of 
errors has been materially reduced by 
using experienced file personnel. 

For more information on this service, 
plus other specialized. systems jobs this 
organization can take over, Circle num- 
ber 668 on the Reader Reply Card. 


ts 


S PURCHASING \teeestt Cr atrtin,_ 


Mechanical muscle tests 


filing cabinet drawers 
How much mileage is there in a fil- 








ing cabinet drawer? The answer is 
more than a statistical exercise. It is of 
practical interest to anyone who buys 
office equipment. A prospective pur- 
chaser will want to know, for example, 
how many times a loaded drawer can 
be opened and closed before the run- 

ners or bearings fail, or what type ol 

construction will enable his clerical 

staff to operate the drawers with mini- 
mum. effort, 

Not long ago, an Eastern municipal- 
ity, about to purchase a large number 
of filing cabinets, wanted to make just 
such a comparison of the various 
brands of equipment. The information 
desired for the evaluation was: 

1. The condition of the cabinet after a 
drawer carrying an 80 pound load 
had been opened and closed 50,000 
times. 

2. Any increase in the amount of pull 
required to open the drawer afte 
10,000 cycles, 

3. The number of cycles before a spe- 
cified maximum pull of 334 pounds 
would be required. In the test, the 
drawer was to open and close at a 
rate of 20 cycles a minute. 

To make these tests, it was obvious. a 


= olotion 
«—Telescoping c 
section 








Arm 























ARE YOU MAKING THE BEST 








USE OF YOUR OFFICE SPACE? 


High overhead costs make efficient office 
planning a must. And graphically speaking, 
CHART-PAK is the answer. 


CHART-PAK can help you in your plan- 
ning by providing a quick, easy, and economi- 
cal method of making complete layouts. 


The CHART-PAK method utilizes two-di- 
mensional templates for office furniture and 
equipment, tapes for walls, aisles, and _par- 
titions, and a ruled plastic layout board. Tem- 
plates and tapes are self-adhering. Unlike 
drawn or glued layouts, changes can be made 
quickly by peeling off pieces and applying 
new ones. 

Using the simple instructions, you or mem- 
bers of your office staff can easily make pro- 
fessional layouts like the one shown above. 

The handy $12.50 kit contains over 400 die 
cut desks, tables, files, etc. This can be your 
introduction to more efficient office planning. 


CHART-PAK also provides complete mate- 
rials for organization and graphic charts. 


For more detailed information write to 


CHART-PAK, INC. 


(Cirele 629 for more information) 


104-N Lincoln Avenue, 
Stamford, Cenn. 














Now you can do 


@ PLASTIC BINDING 


RIGHT IN YOUR OWN OFFICE 
this modern low-cost way 


Add prestige ...color... utility... 
attention-compelling appearance 
to reports, catalogs, all printed 
and duplicated material. Save 
money, too. Anyone can operate, 


FREE... PLASTIC BOUND 
PORTFOLIO-PRESENTATION 


Get your personalized edition today 
...@ unique and beautiful sample of 
modern plastic binding packed with 

—— illustrated facts and 
ideas. Gives com- 
plete application 
story and cost ad- 
vantages in organi- 
zations of all types 
and sizes. Here’s a 
wealth of important 
Jinformation abso- 
== lutely FREE. 


GENERA! RINDING CORPORATION 
Dept. MM-!!, 808 W. Belmont Ave. 
Chicago 14, Ill. | 























(Circle 634 for more information) 


methods 














we 





mechanical robot had to be devised. 1 
The engineers at Sam Tour & Co., a 
New York testing and research labora- 


that has increased productivity tory, met the problem in labor-saving Each Worker Produces 
fashion. 


or saved money for your firm? They built a mechanical 


muscle consisting of a driving motor, 25 to 60% More— 
speed 


reduction system, crank, and 


Do you know of a better method 


oa en arm to deliver the horizontal push-and- : h ROL DEX* b Wi L 
$25.00 pull to operate the drawer. The ap- wit ™ yy’ a son 
established 1887 
paratus is shown on the preceding 
See Page 16 page. The arm was built with a short 
telescoping section to permit the file 
drawer to reach the fully open and 
closed positions without interference or 
assistance. 





This tireless file clerk tested each of 
the competitive filing cabinets while 
the engineers went about their other 
duties. The results showed that the 
cabinets, all of which had been tested 
under identical conditions, varied wide- 
ly in performance. The number of 
cycles registered before an excessive 
pull was encountered ranged from 2650 
to 43,700 cycles. The force required to 


é 


open the drawers in the various cabi- 
nets ranged from 314 to 18 pounds. 


Some cabinets had major structural de- 
fects. 





On the basis of these tests, the city’s ROL-DEX installation in the office of Blue Cross, Philadelphia 
purchasing department was able to 
choose the equipment having the best 


Solve Record-Keeping Problems 


performance and longest service life. 























For more information on testing and Cut Overhead! 
products before purchase, Circle num- 
ber 666 on the Reader Reply Card. Smoothly, rapidly, quietly, records roll to the seated 
operator with ROL-DEX by Watson. Actual time studies 
shee prove ROL-DEX' ease of operation increases production per 
SJ PRODUCTION \tResstt: © starter worker up to 60% while saving up to 45% on active record 
' costs. Use your present records—no new forms to buy, 
No water—no soaping—no rinsing . ' ; 
— eliminate dona sails Simply Equipment records reveal nothing to retype. Mail the coupon below for further 
apply this chemical cleaner a few true maintena nce costs information on how ROL-DEX can help 
minutes each week . . . and your ' vite hudiedi: 
linoleum desk tops look like new— In their Operations Report of Sep- ; 
ae 92 me . “Pat. and Pats. Pending 
restores original non-glare, non-gloss tember 23rd, 1952, the Research Insti- {ona ee peer eensarmnieil : 
finish. Anyone can clean their own tute of America discusses the import- NO WALKING t  swaroen manuracteaies Ge. Ge . 
—< ig og A ties him _ ance of controlling maintenance costs. NO STOOPING : Rol-Dex Division, Dept. M-3 : 
- ning a ° ° - town, New York 
LINO ae In reviewing the need for detailed : en ees = ford : 
pleasure. Keep a bottle in each desk. E : ' R + al ' NO SQUATTING ; Please send me information about ROL-DEX rolling units. : 
‘quipment Records as part of a cos : : 
i i Company seca mottos 
® Write for FREE trial sample. -ontr or: -y state: 1 ' 
P control program, the y state ROL-DEX pays for itself | ame een ag 
“To get a true picture of mainte- ; ; ; 
W t t M E R al S | 3 i aa . in direct savings to you. ; Street Zone i 
ed nance costs, records of repairs by in- ar a Ave : 
n. ae ° ity a 
70 Vernon SF, Bridgeport, Can dividual machines are almost manda- ; PRM IT ETS oS ati. By ABA Ke 
! , eae tw mw ST ee ee 
Sedan’ sehd” a” comet OF Sie ieas 1 tory. Here’s what they will do for you: : : 
5: See eer ae meee “... Reveal the cost of idle machine Watson also builds a complete line of filing cabinets 
. time. This is one of the biggest hidden and courthouse, bank and hospital equipment 
; ar Ree ' expenses in plants today, and yet sur- 
r t ae *o8 ‘ 
; oe ae 1 prisingly few companies have any sys- 
itis lah i tem for checking it. With a set of 
iad aia ashe formation) (Cirele 606 for more information) 
(Circle or more intormatio 
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RESISTS: Wawona lee 


DIRT 
GREASE 


FOR INVENTORY, 
MAINTENANCE, 
SERVICE, OFFICE, ETC, 


i | THURSDAY, MAY 28,1959 


time and money saver. 


spaced 2” for side opening stand. 





LABELON TAPE CO., INC. 
450 Atlantic Ave., Rochester 9, N.Y 


There are no “blind’’ dates in scheduling 
purchase orders, planning shipping dates or checking suppliers’ 
delivery promises with a Schedule-A-Date Desk Calendar. This is a 
working tool for purchasing agents, executives, accounting offices, 
production men, shipping departments ... any office where future 
dates are important in planning work. 

“Most useful item on my desk’’ says one P.A. User of 2 in 1952 
reordered 25 for 1953 . . . a company using 300 in 1952 pur- 
chased 1200 for 1953. Nearly 100% reorders. More than 6000 
companies now using Schedule-A-Date Desk Calendars—the proved 


Order your 1953 Schedule-A-Date Desk Calendars today. 


Schedule-A-Date Desk Calendar — Standard 33%,” x 6” page with holes 
Metal stand is well designed with 
rubber feet. Pad only 5 or less $1.75, 6 — $1.65, 12 — $1.60, 24 — $1.50, 
36 — $1.40, 50 — $1.30, 100 — $1.20. Complete: (Pad and Stand) 5 or 
less $3.35, 6 — $3.20, 12 — $3.10, 24 — $2.90, 36 — $2.70, 50 — $2.50, 
100 — $2.40. Prices for larger quantities or literature on request. 


SCHEDULE-A-DATE CALENDAR COMPANY, 367 E. State Street, Ithaca,N. Y. 


STICKS 
WITHOUT 
MOISTENING 














Nothing else like LABELON—the 
amazing ‘'Write on it’ plastic tape! 
Use ‘+ to label stockroom shelves, 
bins, tools, hard-to-mark parts; for 
indicating rejects and service de- 
partment repairs; for marking lab- 
oratory equipment, supplies, ex- 
periments; for panel boards or 
wiring; for office files, folders, etc. 


LABELON TAPE sticks without 
moistening to any smooth, clean 
surface—yet can be quickly re- 
moved, Resists heat up to 160°. 
Just write on it with pencil or 
stylus — message won't smudge. 
Choice of widths and colors. Handy 
dispenser with cutter bar. 


See your nearest dealer, or 
write for sample and prices. 





What is 


6 weeks 
from today? 


90 days? 
14 weeks? 
6 months 


from 
today? 
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equipment records, you can quickly to- 
tal the number of idle hours due to 
breakdowns and repairs during the 
month. To get the dollar loss. ‘Trans- 
late this figure into labor cost and add 
the effect of lost or reduced production 
on fixed overhead unit cost. Such a 
tabulation, made periodically, will 
highlight need for equipment replace- 
ment, or for changes in maintenance 
procedures. It will enable you to add 
idle time as an item on your budget. 
“. . They show when equipment 
should be replaced. A more modern 
machine may reduce production costs 
but not enough to justify the addi- 
tional capital investment and higher 
depreciation charges. The difference in 
maintenance expense may well make 
the decision for you, especially in view 
of increased labor and material costs. 
“... Highlight recurrent failures 
and help determine corrective action. 
“.... Equipment Records also guide 
companies in selecting new machines. 
Repair history may suggest the need 
for different design or other types of 
parts in new machines. 
“RECOMMENDATION: ‘To keep 
track of machine costs, you'll need a 
card showing the following informa- 


tion for each machine or group of 


similar machines: 

“Description of the machine; type; 
serial number; maker; purchase order 
number and motor number date in- 
stalled; purchased cost and _ installed 
cost. Provide space also to show initial 
location, and subsequent changes. A 
section should be alloted to electrical 
data, including motor and control rat- 
ings and any electrical accessory equip- 
ment. Mechanical accessory equipment 
can also be added. Drawing numbers 
should be shown, for quick reference 
by repair men. 

“On the back of the card goes the 
maintenance history—the kind of work 
done, date and cost. 

“OBSERVATION: Some companies 
find it’s best to file these cards con- 
secutively by machine number, regard- 
less of department. Where the clerk has 
a lot of requests for equipment infor- 
mation, he can check more quickly. It’s 
also a good idea to index the equip- 
ment by class or type, so that items can 
be located in the files when .. . num- 
bers aren’t known.” 











in black and white or color 


WITH THIS AMAZINGLY VERSATILE 





RONEO is the most versatile duplicator 
ever designed .. . Efficient, fast and 
automatic, it delivers clear, sharp copies 
in any quantity desired . . . cuts running 
cost to the bone. 


AUTOMATIC INKING CONTROL... 
Prevents ink-stained hands. Put the ink in the 
cylinder and forget it. Roneo inks give at least 
twice the number of copies per Ib. of ink. 


25 SECOND COLOR CHANGE .... iInter- 


changeable color drums for clean, fast changes. 


DOUBLE-SIDED WORK... 
Can be done on all normal 

duplicating papers without slip- . 
sheeting—a big time- 
saving feature. " 


PLUS co 
MIMEOGRAPHING “= 
Without stencil- 

cutting 


This exclusive Roneo- 
tronic process makes 
it possible, for the 

first time, to produce 


high class reproductions its low price 
of halftones—pictures 


& 
or photographs—in fine 
detail on a stencil 
duplicator. Write for 


complete details. *Model 500 shown with 
FULL REAM FEED 


(Circle 619 for more information) 
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A new development 


for the firm with a MAILING UI 


Ce the end of Worid 


War II, the U.S. Navy was faced with 
the problem of keeping in contact with 
its thousands of Reservists on inactive 
duty. A punched card system was set 
up. These cards were then coded to 
show the individual’s rank or rate, his 
specialty, and other pertinent facts. It 
was thus possible to select any given 
group of men quickly for emergency or 
other purposes 
Addressing the Navy’s publication 
“The Reservist,” as well as 6ther com- 
munications to Naval Reserve person- 
nel, proved a complex problem. Since 
the magazine went to the whole list of 
reservists In a given naval district, ad- 
dressing procedures could be controlled 
strictly on a cost basis. When com- 
munications had to be selective, how- 
ever, the punched card system would 
mechanically select the proper ad- 
dresses but addressing could not be 
handled on a production line basis. 
Obviously, was desirable to some- 
how obtain equipment that would com 
bine the speed and selectivity of 
punched card sorting with a mechani- 


cal addressing technique. 


Solving the Problem 

The problem was not unique in the 
Navy. Mail order houses, magazines 
and newspapers, and many other sales 
organizations faced the same need. It 
is no surprise, therefore, that a corpora- 
tion was formed shortly after the war 
to develop, build and market mechani- 
cal equipment that would combine 
selective sorting and addressing. After 
detailed research, a system was de- 
veloped based on the duplicator or 
hectograph principle. The hectograph, 
or spirit duplicator, process is an old 
art widely used in business procedures. 
It consists of depositing analine dye, re- 
tained in wax, on the back of a card 
which is referred to as a master, The 
application of a solvent to the copy 
stock serves to remove a small portion 
of die when master and copy stock are 
brought together under pressure. 

By applying this principle, the new 
corporation developed equipment 
which would accommodate tabulating 
cards which had a space reserved for 
the address master (see cut). In addi- 
tion to supplying the Navy with pre- 
cisely what it needed, other advantages 
in the new system accrued. They were 
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able to select rapidly, at 620 cards per 
minute, address cards for any par- 
ticular group of Reserve personnel. 
What’s more, they were able to pro- 
duce a master at a fraction of the cost 
of any other method. One Naval Dis- 
trict installed this system, proved it 
over a period of time, and then other 
districts proceeded with additional in- 
stallations. 


The Cost is the Thing 


As the new equipment began to be 
known, firms and organizations with 
other applications began to explore its 
use. To some companies, the selectivity 
factor was immaterial—they were in- 
terested in cost and cost alone. 

Here’s what a large research firm en- 
gaged in the field of commercial re- 
porting discovered when they investi- 
gated the equipment for their own use. 
Because “masters” could be prepared 
on any conventional writing instru- 
ment like a typewriter, accounting ma- 
chine, cash register, or ball point pen, 
they found they could produce the 
original master card for only $2.31 per 
thousand. While other firms had 
claimed even lower figures, this com- 
pany had only to compare its $31.00 
per thousand price for its present 
method, to jump at the chance for sav- 
ings. After adopting the new system, 
they recently reported that in spite of 
a 31% 


of their business, they had effected an 


increase in the overall volume 


immediate salary savings of $11,000 
year, in addition to savings in space, 
unit cost of masters, and time. They 
are currently creating their master card 
on an electric typewriter with a pin 
feed attachment and are able to ad- 
dress at the rate of 30,000 reproduc- 
tions per day. Their master card is: 3” x 
5” in size and is easily filed or referred 
to. (See cut on next page.) 





an IMPORTANT AID to 
OFFICE EFFICIENCY 


Chulomiatic 
STENCIL CUTTER 


FOR MIMEOGRAPH 
REPRODUCTIONS OF 


DRAWINGS + GRAPHS 
ADVERTISEMENTS + MAPS 
NEWSPAPER CLIPPINGS 
BUSINESS FORMS 
BULLETINS 


FAST Graphic mater 


‘els iginals re elgek du ce Te! elec tron 


ACCURATE « 


el masteleliale| 


éC ONOMICAL 
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stenc 
Now Available to Commercial Users 


May we arrange a demonstration? 
Write to the nearest office. 


TIMES FACSIMILE 


CORPORATION 
40 West 58th Street, New York 19, N.Y 
1523 L Street N.W., Washington 5, D. ¢ 
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Somewhere in your office, maybe 

you could write certain records at twice 
the present rate — at half the cost per 
finished document — with Standard’s 
business forms and paperwork 
simplification devices. 


These devices for simplifying the writing 
process make a big difference in 
“paperwork” costs — and so does the 
analysis and planning behind Standard 
Register business forms, For Standard's men 
concern themselves with the system's 
purpose and the whole procedure, to 
develop better-working papers. 

And Standard's 40 years of form design 
experience and ‘‘know-how" in 
producing top quality business forms 
save hundreds of needless operations for 
93 of America's 100 largest firms, 

and thousands of others. 


See how we can help you. Phone 
Standard Register in your city. Or 
write The Standard Register Company, 
111 Campbell St., Dayton 1, Ohio. 


tandard Register 


BUSINESS FORMS 


» Paperwork Simplification 


(Circle 600 for more information) 
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How Many Addresses per Master? 

A fair average estimate of “mileage” 
is 250 ‘addresses per master, Several 
variables like method of feeding and 
spirit’ volume control will affect this 
figure. Generally speaking, however, 
the master will last longer without 
change than the average address. Age 
itself is a minor factor. Studies show 
that with the proper use of hecto-car- 
bon materials, the masters should be 
good for 20 years without appreciable 
deterioration. 

While addressing is the most. spec- 
tacular application as far as savings are 
concerned, the system can be applied 
profitably to other paper work prob- 
lems. Duplicate specifications on dif- 
ferent forms, for example, is one such 
use. New applications are being uncov- 
ered daily. Wherever transferring of 
data is being carried on in large vol- 
ume, or where complex requirements 
exist, the equipment is worth investiga 
tion. 

The machine is by no means cheap 
—approximately $10,000. ‘The poten- 
tials for economy, however, are so ap- 
preciable that even smaller firms with 
limited need would do well to explore 
their own operations with an eve to its 
possible worth as an investment. 

For more information and free litera- 
ture, Circle number 651 on the Reader 
Reply Card. 
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BY GIVING EACH DEPARTMENT ITS OWN MACHINE 


DEEPFREEZE SPEEDS THEIR SERVICE AND REDUCES COSTS 


by S. E. Schafer 


Controller 
Deepfreeze Appliance Division 
Motor Products Corporation 


Editor's Note: The problem of whether 
or not to centralize photocopying in a 
single department is of increasing con- 
cern to businessmen. No single rule can 
be applied to all companies. In most 
firms, a single department — like Engi- 
neering — has Reenter volume needs 
than others. In a case like this, its work 
often takes precedence over other de- 
partments simply because the copying 
machine is controlled by its heaviest 
user. This often means unsatisfactory 
service for other operations. One way 
to guard against this is to provide low 
volume departments with less elaborate 
equipment to accommodate their im- 
mediate needs. The following article is 
a good example of the case for decen- 
tralization in firms where the climate and 
requirements are favorable. 


From a wholly cen- 
tralized photocopying set-up, we have 
recently installed a smaller machine in 
every department that needs one. Un- 
like our older equipment, the new ma- 
chines are extremely simple to use so 
we immediately trained a girl in each 
department to run off the copies her 
department needs, as they are needed. 
The new plan met with immediate ap- 
proval and satisfaction. To appreciate 
it fully, however, one has to compare 
the facts and figures with our forme) 
centralized method. 


The Old Method 

Under the old copying arrangement, 
to aid the operators of the machine, all 
papers that were to be copied were 
accumulated until noon, and the oper- 
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ator then mixed her fluids, and began 
making the necessary copies. Usually, 
this work was finished around 3 p.m. 
or a little later, and the developing 
solutions were then dumped, trays 
cleaned, and everything was put away 
until the following noon, What hap- 
pened, of course, was that rush jobs 
came through several times a_ week, 
and they seemed to come either late in 
the afternoon or in the morning. In 
either case, new solutions had to be 
made just for that one rush job. Then 
the fluid was thrown out and every- 
thing was cleaned up, since the chemi- 
cals would not last long enough to do 
a satisfactory job on later copies. 

With these numerous rush jobs, the 
operator had little chance to handle 
other work even though, theoretically, 
she spent only part of the afternoon in 
the photocopy room. 


The New Plan 

The same girl now is able to spend 
almost all her time on other work, be- 
cause she is accountable only for the 
copying done by her own department. 
‘The same batch of developer now lasts 
for a week, and a girl can be in and out 
of the photocopying room with her 
copies in a matter of minutes. 

As an illustration of the speed with 
which photocopying work is now done 
at Deepfreeze compared with several 
months ago, an executive of the com- 
pany recently was explaining a point 
in a letter he was dictating. To clarify 
his explanation, he added that he was 





Take the Road to 
LOWER PRINTING COSTS 


Thousands of the nation’s leading business and industrial 
firms have cut printing costs from 25% to 75% through the use 
of Vari-Typer. 


For books, booklets, sales forms, catalogs, house organs, 
promotion and direct mail material—in fact, any kind of printing 
job, large or small—Vari-Typer will produce composition com- 
parable to printer’s typography at its best. Vari-Typer has 
hundreds of instantly changeable type faces...in different 
sizes, with italics. 

For photo-offset, litho plate, mimeo stencil or other pro- 


cesses, Vari-Typer and your own typist will do the job speedily, 
professionally and at a BIG saving. Write for free booklet today. 


(@rey-4alakele 





RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Avenue, Newark 5, N.J. 


Please send me Vari-Typer Booklet 115 
Body copy produced on 


DSJ Model. Headlines NAMB wc ccccccsscuseeeevece a 0.0.868 
photo-composed on the 
Headliner, 

AGOMERGE..<-< 0.3.6 He andes Vea es neuen 


CITV ec ccceccc ee ZONE 2c 0 STATE sc ose 





(Circle 622 for more information) 
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Be = eee 
y VUE-FAX trademark — 
A Symbol for Revolutionary Visible 
Record-Keeping Systems! 
This is the new VUE-FAX trademark—the symbol for a complete 
line of Vertical Visible Record-Keeping Systems, well known for their 
greater efficiency. 
SEND FOR ILLUSTRATED BROCHURE TODAY! 


*VIEW CONTROL FACTS 
WITH VUE-FAX. 






FASTER FACTS WITH VUE-FAX 





CORPORATION 
90 GOLD STREET, Dept. B - NEW YORK 38, N. Y. 


— the VUE-FAX 


emme mork of identity- 


notched edges 



























































Distributed In All Principal Cities 
(Circle 639 for more information) 

SOMEBODY STEAL YOUR 
| REPLY CARD? 
Has the Reply Card in this issue of METHODS | wijuemon ee O isen 
: been used by somebody else? Every month, a few | =a eee 
hundred readers write us letters complaining that | -}+S}#/#}e;etefete ts 
the card was missing when METHODS was passed ee Se 
along to them. in — 








Any time that happens to you, just jot down on | == 
a piece of paper “I would like more information on | 

















the following numbers:” Please be sure to give us ‘ we 
your name, company’s name, total number of em- 
ployees, address and your job title or function. 


tnt teen i 


Nene male 


Mail to Reader Service Department, Management METHODS Magazine 


141 E. 44th Street, New York 17, N. Y. 

















One clerk in each department is trained to handle the department's own photocopying machine. 
Results: greater speed, lower cost, prompt service. 


enclosing a photocopy of the document 
under discussion. The letter was being 
dictated late in the afternoon, but the 
document was copied in a few seconds 
and there was no delay in getting the 
letter into the mail the same day. Un- 
der our old plan, if a letter was dic- 
tated late in the afternoon, and a copy 
of a document was to be enclosed in 
the envelope, the letter would be held 
up until the following afternoon. 


How the Equipment is Used 
We were particularly interested in 

improving our photocopying because 
of the increasing volume of papers re- 
quiring reproduction. The company 
averages about 50 copies a day, and 
there have been days when the number 
ran well over 100. The types of docu- 
ments copied include: 

1. Confidential letters from the con- 
troller’s office and administrative of- 
fice. 

2. Invoices where extra copies are 
needed because of war materials in- 
volved: 

3. Railroad bills and cartage bills when 
only one original copy is received. 

4. Original invoices where claims are 
filed for loss of goods by carrier. 

5. Copies of original bill of lading, 


which often must go with original 
invoices when claims are involved. 

6. Some confidential work for execu- 
tives. 


~ 


Pages of the company magazine, 
with the photocopy being retained 
in case something happens to the 
original pages before the final print- 
ing. 

8. Reproductions of blueprints. 

In addition to these usual copying 
jobs, Deepfreeze recently handled the 
task of photocopying an engineering 
handbook. There was only one copy, 
and it was so confidential that the 
owner did not want to let it out of his 
possession. The 29 pages were re- 
moved one by one, then copied and the 
pages reinserted. An extra copy of the 
handbook was thus made in a relatively 
short time—and in the strictest con- 
fidence. 





Do you know of a better method 
that has increased productivity 
or saved money for your firm? 


It May Be Worth 
$25.00 


See Page 16 
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1. Uniform recording or re- 2. Uniform backspacing. 3. Easy place-finding, be- 

















producing quality from first Your secretary reviews in- cause Dictabelt’s recording 
word to last—15 (or 30) min- stantly, automatically in surface is clearly visible and 
utes on an endless plastic equalearfuls. Youhavepush- accurately related to simple, 
belt. button playback. practical index system. 





—_ 








Remarkable new PICTABELT gives 
reproduction like F-M radio! 



















4. Lowest cost for new sur- 5. Mailable! 5 Dictabelts 
face. Dictabelt’s cost per may be mailed in a standard 
average letter is less than the envelope for 3 cents, a boon 


66 M4 > ~ ‘ it’e , > ! ¢ 2 av : 
Clear as F-M radio,” say executives and secretaries who have letterhead it’s typed on! _ to salesmen, travelers, inter- 

: - 2 a A permanently live record! office communication, 

heard the reproduction of the pure, new Dictabelt. 


Gone is the day of that costly secretarial complaint, “*‘What did 
he say?” 

Every word you think out loud, or low, is captured with such 
true-voice clarity that transcription—the real pay-off in dictation 
—is simpler, faster, letter-perfect. 

Clearly, the new Dictabelt opens up a new era in electronic record- 
ing on plastic. 

Thanks to Tennessee-Eastman and Dictaphone, the new Dictabelt 
is the purest plastic dictation record yet developed. Yet, it’s so in- 


expensive that you use it only once. 
All your ideas about machine dictation will be changed by TIME-MASTER, 


Remember: Dictabelt’s many exclusive advantages are available only : the masterpiece of Dictaphone Corporation, the industry’s pioneer and 
with the Dictaphone TIME-MASTER, the dictating machine that’s + —SPOCHETAE Ih CHEATS: ERERNE, SONNE, Sere: 


making business history. 


: DicTAPHONE Corporation, Dept. ME112 
120 Lexington Ave., N. Y. 17, N. Y. 
I would like: 


THE GREATEST NAME IN DICTATION 


SEND COUPON NOW! 








[] A free Dictabelt and folder. | A free TIME-MASTER demonstration. 








Company 
Address 
City & Zone State 





IT’S SAID— AND DONE! 
































(Circle 601 for more information) 
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EVERY OFFICE HAS A LOGICAL ARRANGEMENT 


THAT WILL SAVE LEG-WORK, HELP COMMUNICATIONS 


Three the 


publishers of Forses magazine moved 


years ago, 


to new They decided to 


start from scratch in laying out their 


qual ters. 


offices and equipping them with furni- 
ture. Realizing the need for expert 
advice they employed a private con- 
sulting firm to assist them with their 
plans. 

A publishing business is not unlike 
any other business in structure except 
in the “executive” category. The rela- 
tively high salaries paid editorial per- 
sonnel puts them in a salary bracket 
comparable to middle management in 
general industry. _ Moreover, in plan- 
ning work stations for such people, 
consideration must be given to their 
need for privacy and close contact with 
their associates. 


The Forbes Solution 

The layout shown indicates a care- 
fully thought-out plan for arranging 
the firm’s personnel in a Work Center 
that provides ease of communications, 
reduced leg-work, and economy of 
space. 

Starting at the top left of the dia- 
gram shown, note that the reception- 
ist and the reception room is immedi- 
In the 


corner suite, a preferred location, is the 


ately adjacent to the elevators. 


office of the top management man, B. 


C. Forbes, the publisher. His office is 


28 


accessible only through an anteroom 
where his secretary sits. 

The controller’s suite is adjacent to 
Mr. 


whole fiscal operation of the firm, with 


Forbes’ office, thus placing the 


its clerical help, in a unified area. 

It should be noted at this point that 
trafhc the 
does not have to pass through the work- 


“front office” from outside 
ing areas, thus avoiding distraction to 
workers and possible embarrassment to 


visitors. 


Where The Workers Work 

The Research Department, an im- 
portant adjunct to all departments of a 
publishing venture, is centrally located 
so that the financial, sales, and edi- 
torial departments are easily accessible. 
The clerical pool has been placed, for 
the sake of efficiency and convenience, 
in the heart of the operations. 

The Chief 
divided area with the Editorial Depart- 


Editor shares a_ semi- 
ment secretary just outside his office. 
Note that in this position he is easily 
available to the other editors, yet is 
“screened” from general office opera- 
tions. Around his office are clustered 
the other editorial personnel. 

At the opposite end of the office from 
the Publisher’s office is the Work Cen- 
ter of Malcolm Forbes, second in com- 
mand of over-all operations. Since his 


area of responsibility covers both edi- 
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torial and space sales at an operating 
level he is wisely accessible to, and he 
can readily reach, the pertinent per- 
sonnel. 

The vice president for Sales and the 
vice president who is Purchasing Agent 
have private offices in the center of the 
working area. Notice that the Librar- 
ian (top left of layout) has her files 
just outside of her Work Station, yet 
close to the people who use her serv- 
ices. The Office Manager (top right) 
is placed so that he has a clear view of 
the entire clerical operation within the 

{ Work Center proper. He also has 
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easy access to the storage area and to 
the machine room where the company’s 
direct mail operation is supervised and 
handled. 

Analysis of the over-all layout reveals 
how well it is conceived for day-in-day- 
out operations. People and depart- 
ments that work together have been 
brought together. The exceptional 
situations—for example the need for 
Malcolm Forbes to confer with the 
Publisher—are treated as exceptions 
and no effort is made to simplify this 
contact simply because the people con- 


cerned are “top brass.” (next page, please) 
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Is the 
at really yours? 





"Eats a good look at your 
desk — you spend more than half of 
your waking hours at it. This desk 
can be a helpful assistant, or it can 
tie you down by its limitations, 


An Art Metal desk is a planned 
desk. It is buile around you — the 
requirements of your particular 
job, your methods of working. It 
enables you to put your hands im- 
mediately on anything that is 
needed. It helps you get more done 
in less time, with less fatigue. 


With an Art Metal desk you can 
select the drawer arrangement and 
working area best suited to you 
and your job. Drawers are inter- 





you sit 


changeable, can be re-arranged or 
replaced as new requirements arise. 
An Art Metal desk is handsome 
and modern in design. It offers you 
built-in comfort, easy-gliding 
drawers, and the very highest qual- 
ity construction, 

Your own desk work. can be expe- 
dited; your employees can become 
better workers when your desks 
are Art Metal-planned for each 
work station. Write today for the 
free “Manual of Desk Drawer Lay- 
out.”” Or, consult your nearest Art 
Metal Dealer for an analysis of 
your desk requirements. Art Metal 
Construction Company, James- 
town, N. Y. 





There’s an Art to Desk Efficiency 


Planning to move or re-arrange your 
office? Write for the nationally 
recognized Art Metal handbook 

“Office Standards and Planning." 
Or, call on your nearest Art Metal 
Dealer. He's an office planning 
specialist trained to help you 
obtain the utmost efficiency. 


N 


ul 
mi 


| 


f 


(Cirele 608 for more information) 
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Faster, Easier Filing in 


Modern filing, made possible by Rock 
a-File’s revolutionary side-opening 
compartments, is faster and more 
efficient because each compartment 
“rocks’’ open to make its entire con- 
tents instantly accessible. More than 
that, Rock-a-File actually requires less 
floor space than old-fashioned drawer- 
type files! 

Rock-a-File compartments project 
less than eight inches when open, 
“rock’”’ open and shut effortlessly, and 
permit two or more persons to use the 
same file cabinet simultaneously. Al- 
coves, corridors, small corners and 
many other hitherto impractical loca- 
tions become ideal filing space with 
Rock-a-File. 

And Rock-a-File is safe, too... 
gravity center remains always within 
the cabinet; no danger of toppling, 
even with lower compartments empty. 


See your dealer or write for a 
descriptive folder and name of 
nearest dealer today... learn 
how Rock-a-File can save filing 
time, costs and space in your 


business. 
ae 























A typical vault installation 
showing 4-compartment and 
2-compartment Rock-a-Files 
in tiers. 








A 2-compartment Rock-a- 
File in private office use. 
Note close position...no 
need for user to rise; just 
swing around in chair. 


For information, address Dept. O 





ROCKWELL-BARNES COMPANY 


35 East Wacker Drive «+ Chicago 1, Ill. 





(Circle 604 for more information) 





It is interesting to note that this of- 
fice is designed for the use of modular 
integral 
While this solution has proved to be 


furniture with partitions. 
most satisfactory and economical for 
Forbes, much the same layout would 
have been possible with conventional 
office furniture and movable wall parti- 
tions. In either case, complete flexi- 
bility for future change would be in- 
herent, though space considerations 


might be altered. 


Other Strong Points 

Considering the relative privacy and 
logical positioning of the personnel 
concerned, it is remarkable that space 
has been provided for 40 people—at 
least half of whom are executive per- 
sonnel—in a space of only about 3800 
square feet. 


Sizes of Private Offices 


The extent to which good planning 
has improved. communications and 
saved space in ForBes can be measured 
from the following standards set by the 
U. S. Steel Corporation in designing 
their new general offices in Pittsburgh. 
With an eye to the needs of executive 
personnel, they standardized private 
offices as to size and occupancy as fol- 


lows: 

SIZE SQ. i ot oe OCCUPANCY 
2 eV 441 Co. President 
147x 2)’ 294 Co. Vice Pres. 
14’x 14’ 196 Co. Asst. V.P. 
14’ x 13’ Private offices for 

to other 

14’ x 8’ executive personnel 


U. S. Steel uses a general factor of 
110 sq. ft. per person in over-all areas 
including private offices, file room, cor- 
ridors, aisles and storage space. Com- 
pare this to the use of only 95 sq. ft., in 
the case of Forses, to do the same job 
with a higher ratio of executive per- 
sonnel! 

All things considered, in the case of 
Forbes it has been highly economical 
to spend time and money not only on 
planning their office layout but in in- 
vesting the necessary dollars to provide 
the equipment to execute these plans. 











THEY 


MAROON 





The most impressive furniture 
you can place in your 
office is the new 
METROPOLITAN Group, 
by Imperial. Outstanding 
design and flawless 
craftsmanship make this 
the ultimate in luxurious 
office furniture. 
Consult your Imperial desk 
dealer about 
the new METROPOLITAN group. 


Or write us for particulars. 


ae Lmpencial 


DESKMARK OF QUALITY 


Imperial Desk Company, Evansville 7, Ind. 


(Circle 623 for more information) 
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Materials handling control 
by handwritten communication 


Controlling raw materials flow and work- 
in-process is a major problem in any job- 
shop manufacturing company. 

Reporting locations of materials and 
items in manufacture is slow and ineffective 
if dependent upon expediters or periodic 
call-in methods. Information which is re- 
ceived at Production Control hours after it 
is gathered can never effect up-to-the- 
minute control over plant operations. 

To handle this problem, a large eastern 
manufacturer has recently installed a net- 
work of telescribers strategically located at 
control points throughout the plant. Hand- 
written information is transmitted between 
all departments and Production Control 
with this equipment. Whenever one de- 
partment wants to send a message to an- 
other, a worker has only to write with a 
stylus on the writing surface of the ma- 
chine and the message is transmitted. 

For example: Department AA, having 
completed operation on a job, telescribes 
the following information to Department 
B. and Production Control: 

Department material is moving from 
2. Department material is moving to 

3. Code numbers 

4. Quantity 

5. Date—Time and Signature 

Job locations are current—not hours be- 
hind. Inventories are better controlled. 
Swifter flow of work-in-process is effected. 
Confusion is reduced. 

When necessary, specific information on 
a particular job can be requested by Pro- 
duction Control by telescriber and response 
will be prompt and in writing from the 
answering department. Information can 
be written on either plain paper or special 
forms designed to meet particular needs. 

For more information and free literature, 
Circle number 669 on the Reader Reply 
Card. 
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ie your space for effi- 
- make your interiors 
ie—save time and 
with Mills Mov- 
etal Walls. This 48 





page 


ok tells you how. 


Just asA for Catalog No. 50. 





ur Mills walls 


eport, Louisiana 




















space mobilit space control 


save time and money” 


*‘We saved money every time we made a 
change in layout of our office space during 
the last 12 years’, says D. B. Cook, build- 
ing Maintenance Supervisor for United Gas, 
Shreveport, Louisiana, “because our Mills 
Movable Walls cost so little to rearrange to 
meet our changing requirements, as com- 
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United Gas saved a great deal of time 
as well as money in using more than a 
mile of Mills Walls in its main office 
building. Mills Walls permit earlier 
occupancy of new offices because they 
are delivered completely pre-fabri- 
cated, can be installed in one-third to 
one-tenth the time required for tile 
and plaster walls. 








MILLS 


THE MILLS COMPANY, 991 WAYSIDE ROAD, CLEVELAND 10, OHIO 


c or mo 


| Then too, we effected real savings in main- 




























pared to the cost of conventional masonry 
type walls. 


**Add to this the fact that offices could be 
rearranged over a week-end without dis- 
turbing normal operations of our personnel. 


tenance, for our Mills Walls are still fresh 
and modern looking, have required little 
attention or expense to preserve their at- 
tractive appearance. An occasional washing 
usually does the job. They have certainly 
saved us time and money.” 


— 
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No lost time, no materials wasted, no dust or debris when 
Mills Walls are moved. 
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a new kind of office... 
_. othe FEGHNIPLAN 


original engineered MODULAR office! 


IT TELLS HOW you can station more workers in the same amount of floor 
space... 

. . how you can give them better working facilities, comfort, and speed 
...to produce increased work output with fewer motions, less fatigue. 
YOU CAN ELIMINATE bottlenecks and congestion by straightening your 
flow of work—and keep it straight as conditions change. 

And you can present a proud, modern appearing office to the eyes of 
all—customers, prospects, and workers alike. 

G/W TECHNIPLAN office equipment, and 4000 other aids to good 


business, are sold and serviced by G/W dependable dealers, listed in 
wour classified "phone book under “Office Equipment.” 


This new Steel TECHNIPLAN Catalog tells about the most 
significant advance in office operating equipment in sev- 
eral decades. It’s yours by request on business letterhead. 


1i-M 











Engineering Specialists in 
Office Equipment, Systems 
and Visible Records Cincinnati 12, Ohio 


615 for more information) 
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Automatic machine prints, 
addresses, counts, and cuts labels 
\ completely automatic model of a re 


cently developed machine that prints, ad- 


dresses or marks, counts, and cuts-to-size 


shipping and identification labels in one 
operation, is now available. It features a 
counter device that can be pre-set for the 
desired number of labels and then shuts 
the machine off when the last label has 
been printed. 


Primarily designed for firms using large 


quantities of shipping and_ identification 





labels, this machine prints and addresses 
in one operation from a roll of gummed 
or ungummed stock. The label stock is 
automatically fed to the machine and 100 
printed labels are turned out every min- 
ute. At the same time, they’re cut to the 
desired size—from 7% inch to 314 inch in 
height and 2 inches to six inches in width. 
The machinery produces from a_ stencil 
which is easily prepared with a typewriter, 
or by hand with a stylus. 

For more information and prices, Circle 
number 653 on the Reader Reply Card. 


Lightweight “tarpaulin” 
saves maintenance time 

Maintenance costs in plants and offices 
can be reduced by cutting the time it takes 
crews to place protective covers over valu- 
able equipment. The old-fashioned “‘ton- 
to-the-inch” tarps are cumbersome and dif- 
ficult to handle. Now, thanks to a light- 





weight polyethylene industrial tarpaulin, 


excess weight has been eliminated without 
reducing protection. 

The new tarpaulin is 1/10 the weight 
of fabric tarpaulins of comparable. size. 
They are completely waterproof and 
mildew proof, pliable in all ranges of tem- 
perature, transparent yet tear-resistant. 
They may be easily washed and dried, will 
not absorb paint or liquids. Most impor- 
tant, their price is roughly only 14 the cost 
of conventional tarps. 

For more information, including sizes 
and prices, Circle number 660 on_ the 
Reader Reply Card. 


Automatic dispenser for 
pressure-sensitive labels 

The first fully automatic label dispensing 
machine for  pressure-sensitive adhesive 
labels has just been announced. The ma- 
chine eliminates foot pedals, rheostats, 
speed-setting devices and other auxiliary 
controls. Just the simple act of the oper- 
ator removing the label actuates the feed- 
ing mechanism. The manufacturer claims 
this versatile unit is designed to keep pace 
with every production line requirement— 
including delays and speed-ups—automatic- 
ally and without adjustment. It will feed 
multiple or single rolls of pressure-sensitive 
adhesive labels (self-sticking) as fast as the 
operator can handle them. No moistening 
is required to affix a label—just fingertip 
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Could You Use 1/3 
More Filing Space ? 
Let Us Show You How 


gue 








Long experience in a multitude of widely 
varying businesses has shown that 1/3 of 
all non-current records are worthless. In 
other words, you could throw out 1/3 of 
all your old papers and never miss them. 
Why not let our analyst study your files, 
then prove how easily you can save time— 
space—money—supervisory time. We do 
not sell equipment; ours is a nationally 
known, skilled, professional service for 
developing fool-proof filing systems. 
Write today for FREE Bulletin, “What Files 
to Keep”’. 


RECORD CONTROLS, INC. 


209 So. LaSalle St., Chicago 4, Illinois 
516 Fifth Ave., New York 18, N. Y. 


(Circle 645 for more information) 





want 
more 


information 


about anything in this issue? 
It's easy 


Every advertisement, and most edi- 
torial stories, have a key numbe 
which you will find below the story 
or the advertisement. These key 
numbers are also listed on the 
Reader Reply Card bound into this 
issue. Circle the key number, or key 
numbers, on the Reader Reply Card 
and fill in your name, address, etc. 


Postage is paid. 
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pressure. Over-all size of the unit is 7 


inches by 714 inches high by 12 inches 
long. 

For more information and prices, Circle 
number 654 on the Reader Reply Card. 


ast 


New model copyholder 
moves copy to pre-set spacing 

A new copyholder which is instantly 
variable to accommodate any spacing rang- 
ing from fine newspaper print to six stand- 
ard typewriter lines has recently been an- 
nounced. The holder is loaded in the same 
manner as a typewriter and rolls the copy 
through at pre-set spacings by a touch on 
the activating bar. Each line of written ma- 
terial is clearly visible down to the last half 
inch of the paper. This feature makes it 
particularly valuable to those who type or 
work from financial records, legal material, 
business forms of all types, engineering 
reports, or statistical data. 

Available in models to accommodate 
paper 9, 12, 15 or 18 inches wide, it also 
features a back-up plate that is adjustable 
to raise or lower the angle of copy. Re- 
versible roller knobs permit turning copy 













he saves time and nerves 
with Ex2sior to Use.” 
SoundScriber’ 


DICTATING EQUIPMENT 


On train or plane, in car 
or hotel room, SoundScriber 
helps him sell. 


More selling time for this top producer. 
Instead of punishing paper work he dictates reports 
and letters to SoundScriber. 


Nine wafer-thin green SoundScriber discs (a full 2% hours of 
dictation) go down the mail chute in one envelope with 3¢ postage 
for home office transcription. No stiffeners or expanders... another 
SoundScriber exclusive. Send the coupon today ... learn how 
SoundScriber can give your salesmen hours more selling time. 


Only SoundScriber Offers You: 









. Automatic On-the-Disc Indexing. 
. Two Arm Flexibility. 
. Mail-Chute Size Discs. 


. “Television Indexing”. 


SoundScriber Corp., Dept. MM-11 
New Haven 4, Conn. 


>on = 


Please send me Motion Study Chart. 


. and it’s the only dictation = A Name..........----eeeeeeeeeeees 
disc useable on long-playing 


phonographs—it’s 333 rpm. 


SEND TODAY 


(Circle 630 for more information) 
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ONLY Rex-Rorary 


aeee ae 
a and "ae 


ad 





* ACCURACY 


Get the facts on the revolution 

in stencil duplicators... 
% 

The introduction of the revolutionary REX 


ROTARY D-270 set entirely new stond- 
ards in the mimeograph field. For the 
first time o stencil duplicator provided 
COMPLETE AUTOMATIC INK CONTROL 
that can be pre-set to produce light, 
medium or dork copy. A bell signals 


when ink supply is exhausted 


COMPLETE ELIMINATION OF LEAKING 


INK ond messy ink pads 


PRINTING PRESS PRECISION in regis- 
tration control, uniformity. of copy and 


automatic leed 


PRICED TO SAVE YOU AS MUCH AS SO%! 


Ask for full information today. 




















s. HAS 


. 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


3 
DEALERS: Some Territories 
still available for qualified 
ond aggressive distributors 


REX- ROTARY pict Corp. - 19 W. 31, New York - WI-7-4927 


(Circle 643 for more information) 








in either direction. Easily attached, the 
equipment will fit into desk with type- 
writer. A special activating bar is con- 
vemently located at the side of the type- 
writer, but a foot pedal control is also 
available. 

For more information and prices, Circle 
number 652 on the Reader Reply Card. 


este 


All-in-one photocopying 
machine introduced 

A new complete all-in-one photocopying 
machine was introduced at the New York 
Business Show. This single photocopy- 
ing unit eliminates the necessity for a 
separate printer and timer. All its work is 
fully automatic from start to finish. 

The new. unit occupies no more than a 
portion of desk or table top and eliminates 
the need of a dark room. It measures 2034” 
long x 10” wide and 11” high, is electrically 
powered, and utilizes a specially engineered 
beltless principle of operation. It works on 
a light intensification and transfer fac- 
simile principle and employs two different 
types of paper. Both papers are coated 
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with special emulsion developed by the 
makers of the unit. There’s no developing, 
no fixing, no washing, no drying, no 
separate timer or printer. 

In normal office use, even an inexperi- 
enced operator can produce a minimum of 
100 copies per hour. The unit is especially 
designed to handle letter and legal size as 
well as larger copies up to 11 x 17 inches. 
There are no limitations as to type of 
papers, documents or originals that can be 
copied—regardless of whether the original 
is printed on one or both sides or on 
opaque or translucent paper. 

For a free illustrated booklet and prices, 


Circle number 671 on the Reader Reply 
Card. 


as te 


Storage racks for 
storing inactive records 

Designed to save space, a new highly 
accessible steel storage file has recently 
been marketed for housing old or inactive 
records. Space is saved in two ways: verti 
cally, since units are available in heights 
up to ten feet; and horizontally, since only 





two feet of aisle space is needed to permit 


access to filed records (see cut). 

Records can go directly from current 
files onto shelves in chronological, alpha- 
betical or numerical order. Label holders 
permit instant location and easy access. 
There are no boxes or drawers. The units 
are three feet wide and any unit in a bat- 
tery may be removed without moving adja- 
cent units. Shelves adjust vertically on 114 
inch centers to accommodate various size 
files. 

For a fully illustrated, 24 page catalog, 
Circle number 656 on the Reader Reply 
Card. 


Card bank remover for 
visible-vertical cards 


Since the inception of vertical visible 
record keeping, it has been difficult to move 
one or more banks or rows of cards from a 
file and keep them in order. Because this 
action is frequently needed for statistical 
or analytical reasons, or for photographic 
reproduction, a new device is being mar- 
keted to assure positive transfer without 
disturbing the sequence of the cards or 
intermingling them. 


For more information, including prices 


and literature, Circle number 657 on the 
Reader Reply Card. 
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LOOKING 
4 OSCAR 4. YOU 
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PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 
lutely opaque; essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 


tions. 


Send for Samples 
and Prices Today 


(Circle 605 for more information) 











LAYouts oe CORRESPONDENCE 


hj meads. Leather-Like 


e . 

Vertical File Pocket 
1. Made for bulky filing. 
2. Expansion from 1% to 3‘. 
3. Letter and legal size. 
4. Reinforced with cloth at points of greatest wear. 
5. Printed tab with name and number. 

SMEAD'S Leatber-Like is resistant to oils, greases, 


inks, water, perspiration, etc. This file gives you 
9 times the wear resistance of ordinary wallet stock. 





Send us a free sample of Leather-Like File Pocket. 


NAME 





ADORESS 








city STATE 


THE Sneed wanvercronne CO. INC. - HASTINGS, MINNESOTA 
(Circle 640 for more information) 
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ADVERTISING INDEX 


Addo Machine Co., Inc. 

Agency: The F. W. Prelle Co. 
Alexander Hamilton Institute 
Agency: St. Georges & Keyes, Inc. 

Art Metal Construction Co. 
Agency: Morey, Humm & Johnstone, Inc 
Burroughs Adding Machine Co. 
Agency: Campbell-Ewald Co., Inc. 
Chart-Pak, Inc. 

Agency: Richard LaFond Advertising, Inc. 
Ralph C. Coxhead Corp. 

Agency: United Advertising Agency 

A. B. Dick Co. 

Agency: Fuller & Smith & Ross, Inc. 
Dictaphone Corp. 

Agency: Young & Rubicam, Inc. 

Ditto, Inc. 

Agency: Tim Morrow Advertising 
Evans Specialty Co., Inc. 

Agency: Virginia S. Morton 

General Binding Corp. 

Agency: Robertson & Buckley, Inc. 
General Fireproofing Co. . 
Agency: Griswold-Eshleman Co. 
Globe-Wernicke Co. 

Agency: Kammann-Mahan, Inc. 

Gray Mfg. Co. 

Agency: French & Preston, Inc. 

The Haloid Co. 

Agency: Hutchins Advertising Co., Inc. 
Imperial Desk Co. 

Agency: Keller-Crescent Co. 

Kee Lox Mfg. Co. 

Labelon Tape Co., Inc. 

Agency: Hanford & Greenfield, Inc. 
LeFebure Corp. 

Agency: Chester A. Ettinger 

The McBee Co. 

Agency: C. J. LaRoche & Co., Inc 

The Mills Co. 

Agency: Meermans, Inc 

Minnesota Mining & Mfg. Co. 
Agency: Batten, Barton, Durstine & Osborn, Inc 
Moore Business Forms, Inc. 
Agency: N. W. Ayer & Son, tnc. 

The Mosler Safe Co. 

Agency: Stockton, West, Burkhart, Inc. 
Outlook Envelope Co. 

Agency: A. C. Barnett 

Oxford Filing Supply Co., Inc. 
Agency: Joseph Reiss Assceciates 
Ozalid Division 

Agency: The Biow Co., Inc. 

Record Controls, Inc. 

Agency: Goodkind, Joice & Morgan, Inc. 
Remington Rand, Inc. 

Agency: Leeford Advertising Agency 
Rex Rotary Dist. Corp. 

Agency: Metropolitan Advertising Co 
Rockwell-Barnes Co. 

Agency: George H. Hartman Co. 
Schedule-A-Date Calendar Co. 
Agency: Laux Advertising, Inc. 
Scriptomatic, Inc. 

Agency: The Roland C. E. Ullman Organization 
Smead Mfc. Co. Inc. 22.4 65 +0: 
Agency: Greene Engraving Co. 

The Soundscriber Corp. 

Agency: H. B. Humphrey, Alley & Richards, Inc. 
Standard Register Co. 

Agency: Geyer Advertising, Inc. 
Tauber Plastics, Inc. 

Agency: Co-Art Associates 

Times Facsimile Corp. 

Agency: Thomas & Delehanty, Inc. 
Underwood Corporation 

Agency: Marschalk & Pratt Co. 
ViSlrecord, Inc. 

Agency: Morton Freund Advertising Agency, Inc 
Vue-Fax Corporation 

Agency: Richard & Gunther, Inc. 
Wassell Organization, Inc. 
Agency: James R. Flanagan Advertising Agency 
Watson Mfg. Co.—Rol-Dex Div. 
Agency: Griffith & Rowland 

Weber Addressing Machine Co. 
Weimer's, Inc. 

Agency: The M. B. Pearlman Co. 
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NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases on a 
Standardization Basis. One Book of Coupons covers in one Brand 
your entire needs of Carbon Paper. 


1st: Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy 
erasure, makes 5 copies on 24-lb. legal paper. Tops for Accountants or for 
Executive or Drafting Depts, where positive cleanness is a must. Once used, 
all other kinds are positively out. 

2nd: New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on 
paper used. This Carbon is perfect for regular Correspondence Depts. or for 
all systems of Purchasing or factory orders where medium weight white or 
colored forms are used. This carbon is exceptionally clean; also, the black 
coating on the paper will outwear the tissue it is on and that tissue is the 
strongest made. 


3rd : New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a 
necessity. Some firms are making 25 Copies at one operation on an I.B.M. 
Machine. IF used on Standard Typewriter with hard platen 20 copies can be 
made at one time if 10-lb. glazed finish Onion skin tissue is used. This carbon 
paper is superior for manifolding on all soft or manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets +1 
Bone Clean Carbon; 6 sheets +2, The Perfect Economy Carbon; and 12 
sheets +3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Mail Direct To MET 
Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. 


MAIL TODAY ! 
' Please send Free, without any obligation, samples as above to: 
PLEASE ee 


Street 
City State 


Signed _. Title 
State Number of Copies usually made 


THANKS 


(Circle 626 for more information) 
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HECK YOUR RISING CLERICAL 
OSTS BY MAKING 
OZALI 
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NO RETYPING ! 
NO PROOFREADING! 
NO COSTLY ‘‘HUMAN ERRORS”! 





That’s How the Amazing Desk-Top 
OZAMATIC is Cutting the Cost 

of Paperwork for Thousands of 
Progressive Businesses! 











Here’s How OZALID is Cutting Accounting Costs! 


Any girl in your office can learn to use the 
A Life Insurance Company speeds up the issuance of new OZAMATIC in five minutes. 

This streamlined, desk-top machine makes 
positive, ready-to-use Ozalid copies up to 16 
An Auto Manufacturer saves 64 minutes time by using Ozalid inches wide. The first copy is finished in sec- 
; onds—clean, dry, and ready-to-use—or you 
can have up to 1,000 letter-size copies in an 


policies as much as 50% with Ozalid! 


to prepare frequently issued accounting reports! 


hour, at less than 112¢ each. 

The Ozalid process requires no stencils, 
no inks, no darkroom. It makes direct, high- 
quality copies of anything typed, written, 
drawn or printed on ordinary translucent 
paper. Opaque originals require a speedy in- 
termediate step. Larger Ozalid machines han- 
dle wider copies, and have greater capacity. 

Write for full details, or look for Ozalid 
under the Duplicating Equipment and Sup- 
A Huge Department Store earns special discounts by using plies listing in your phone book. 

Ozalid to pay bills the same day merchandise is received! 


A Drug Chain uses Ozalid to maintain up-to-the-minute inventories! 


A Hospital uses Ozalid to make new patients’ records immediately 
available for insurance purposes and the receptionist! 


An Accident Insurance Company saves 58° by submitting 
Ozalid copies of hand-written workmen's compensation reports to 
47 state insurance departments! 








Case ser 
1d me 
Your QO; 2€ COMpler. : 
N: OZAMAT Ic Plete infor. 
Name_ ‘ Machine 
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CUT COPYING O 7 ALI D | ie oe | 
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Johnson City, N. Y. A Division of General Aniline & Film Corporation L Wie ee 


“From Research to Reality’ 
Ozalid in Canada — Hughes Owens Co., Ltd., Montreal 


(Circle 614 for more information) 
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